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PREFACE 


With the issuance of this document, the Neighborhood Development 

and Employment Agency is undertaking a major new initiative designed 
to combat the problem of adult functional illiteracy in the City 

of Boston. Endorsed by Goals for Boston, in collaboration with 

the Boston Private Industry Council and with the support of the 

Boston Housing Authority and the Boston Public Schools, this ambitious 
project is intended to be both a catalyst for institutional change 

as well as a remedy in and of itself. 


The problem, though massive in proportions and terrible in its 
consequences, is not beyond our reach or our ability to effect 
change. It is within the grasp of this City to mount a successful 
Strategy -- one which recognizes the inherent connections between’ 
literacy and employment. It will take however, the concerted effort 
of both the public and private sectors. 


The plan, simply put, will attempt to rationalize, improve, and 
increase the capacity of adult basic education provision in the 

City of Boston -- and to connect this initiative to the job training 
and placement programs currently administered by NDEA in conjunction 
with the Boston PIC. There now exists two parallel systems -- a 
nascent one for literacy, and an established one for job training. 
These two have been separated operationally by funding source, 

client population, methodology, outcomes and overall quality. The 

City of Boston is in a unique position where the administrative 

entity can be the same for both systems. The Adult Literacy Initiative 
we are developing will knit together a system of neighborhood-based 
Programs which rely on competency-based instruction and assessment. 
These programs will be assisted by the creation of a Resource Institute 
which will probably be affiliated with a university or higher education 
consortium. The programs which will be developed will build upon 
existing structures and will adapt for local use, nationally validated 
methods and materials. Most importantly, these programs will be connected 
to the existing employment and training system, offering to literacy 
graduates opportunities for advanced skills training or job placement. 


The City of Boston has committed $ 1 million from Community Development 
Block Grant funds as an initial investment, sufficient to establish the 
system and finance its first year of operation. It is our intention to 
set-aside like investment amounts for future years. We intend to use our 
public funds to leverage an equal contribution to this effort from other 
public, corporate and philanthropic sources, 
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I. INFORMATION ON THE ADULT LITERACY INITIATIVE 


The following section is intended to give prospective 
bidders information necessary to understand the overal] 
design of the Adult Literacy Initiative as well as the 
specifics of the components which will be implemented 
by contract -- the Neighborhood-based Programs and the 
Resource Institute. 


Included in this section are the goals upon which the 
entire project has been designed. Most jmportantly, 
this section details the goals which we are asking to 
be incorporated into the proposal submissions. 


TIMELINE 

SYNOPSIS OF THE INITIATIVE 

KEY PLANNING ASSUMPTIONS 

GOALS OF THE INITIATIVE AND SPECIFIC PROJECTS 
NEIGHBORHOOD-BASED PROGRAMS - DISCUSSION 
RESOURCE INSTITUTE - DISCUSSION 


an) dnyt tel Yep; Sesh Bee 
Ee ee ea eat ee 


INFORMATION ON THE ADULT LITERACY INITIATIVE 


TIMELINE 


26 JANUARY 1983 


DO 


MARCH 1983 


2 MARCH 1983 - 
25 MARCH 1983 


3 MARCH 1983 
10 MARCH 1983 
15 MARCH 1983 


25 MARCH 1983 


28 MARCH 1983 - 
TAPRIE 1983 


1] APRIL 1983 - 
ZIFAPRIL 1983 
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30 MAY 1983 - 
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30 JUNE 1984 


] JULY 1984 - 
30 JUNE 1985 


PLANNING CONFERENCE 
ISSUANCE OF REQUEST FOR PROPOSALS 


INITIAL PROPOSAL DEVELOPMENT PERIOD: 
PROPOSAL PREVIEW 


TECHNICAL ASSISTANCE - SEMINAR SERIES: 
ADULT LITERACY - MODEL APPROACHES 
9 - 12:30 p.m. School Committee Auditorium 

DUE DATE: PROPOSAL PREVIEW 

PROPOSAL REVIEW PANEL CONVENES: 
INITIAL SCREENING OF PROPOSAL PREVIEWS 
DETERMINATION OF FINAL BIDDERS 

FINAL DEVELOPMENT PERIOD: 
FULL PROPOSALS CNLY FROM THOSE 
SELECTED AS FINAL BIDDERS 

DUE DATE: FULL PROPOSALS 

PROPOSAL REVIEW PANEL RECONVENES: 


SCREENING OF FINAL PROPOSALS 
DETERMINATION OF AWARDS 


CONTRACT NEGOTIATION PERIOD 
CONTRACT START DATE 


INITIAL CONTRACT PERIOD 


RENEWAL CONTRACT PERIOD 


B. SYNOPSTS OF INITIATIVE 


The proposals which are being sought with this Request for Proposals 
issuance will result in a number of funded programs which will together 
form the programatic basis of Boston's Adult Literacy Initiative and 
achieve the following: 


e Synchronize and maximize the effectiveness of the 
disparate adult education and high school completion 
programs which are currently operating in the City 
of Boston; 


Initiate exemplary practices in adult basic education in 
Boston, particularly in regard to competency-based instruction 
and assessment and the infusion of accupational information 
into the instruction of basic cognitive skills; 


Reach out to unserved or underserved segments of the adult 
population in need ofi basic skills and/or certification who 
are experiencing employment difficulties related to this 
basic educational need; 


e Increase the level and effectiveness of adult basic educational 
service delivery within the City of Boston. 


The Adult Literacy Initiative will incorporate a number of discrete activities 
and contracts which will be unified by design, theme and funding soruce. The 
scope of the project is intentionally broad, in that it will attempt to 

reach into every corner of the City and to tap all available resources: 
private, public,corporate, university, professional and volunteer. 


The City of Boston's Neighbornood Development and Employment Agency, 
through the use of Year VIII Community Development Block Grant (CDBG) 
funds, will commit one million dollars to this effort over the next 
year. This dollar amount is intended to act as leverage to attract 
an additional million dollars from other public, philanthropic, and 
corporate sources into the project. 


The design calls for the financing of between ten to fifteen neighborhood- 
based adult learning centers or literacy projects and the establishment of 
a Resource Institute. The neighborhood-based projects will meet the needs 
of adults experiencing problems which are related but not limited to: 

Lack of English language proficiency; 

Lack of high school or equivalency certification; 

Unemployment or underemployment; | 

Lack of basic educational skills and competencies; 


at a required to search for, obtain, and hold 
a job. 


Funded programs will then serve as a network to provide: 


@ English language instruction; 
e Opportunities for high school or equivalency certification; 


e Opportunities for adults to obtain basic educational 
competencies; 7 


e@ Opportunities for adults to acquire occupational information 
and non-technical occupational skills. 


The Resource Institute will play a special role in this system, providing 
assistance to the funded neighborhood programs and knitting together the 
broader adult basic education system in Boston along with developing and 
coordinating a volunteer literacy campaign to complement the Initiative. 


Awards for the neighborhood-based programs will range from $ 40,000 to 
$ 80,000 for a period of approximately twelve months duration. The 
Resource Institute will be funded for a like period at a cost of 
approximately $ 175,000 - $ 200,000. Bidders seeking funding under 
the Resource Institute component of this Initiative must however, make 
provisions for a cash or in-kind match of no less than 20% of the 
total proposed budget. 


Initial contracts will be awarded through 30 June 1984. It is NDEA's 
intent to develop the Initiative as multi-year in nature. For this 
reason, NDEA will develop contracts which are premised on a second 
year of funding commitment. The actual awards for the second year 

of operation will be dependent upon satisfactory contract performance, 
the completion of the renewal process, and the availability of federal 
funding. 


NDEA and 
Collaborators 
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Neighborhood-based Programs 


NDEA AND COLLABORATORS 


@ Design and develop overall Adult Literacy Initiative 
@ Develop and coordinate community involvement process 
@ Administer the funded projects 


@ Develop and implement a major public relations and 
fundraising campaign 


@ Conduct performance evaluations 


THE RESOURCE INSTITUTE 
9 Provide technical assistance and teacher training to 
involved adult literacy programs 


a Collect, develop and disseminate competency-based occupationally 
oriented curriculum, materials and teaching approaches 


9 Coordinate a citywide literacy volunteer 
campaign in concert with the neiqhborhood-based programs 


@ Negotiate and coordinate referral linkages for 
involved programs 


NEIGHBORHOOD-BASED PROGRAMS 


@ Provide basic educational competencies to adults 
@ Provide English language skills to adults 

a Provide occupational information and counseling 
2 Provide opportunities for adult certification 


Provide active referral services 


ow 


C. KEY PLANNING ASSUMPTIONS - 


The City of Boston, like many other urban centers, has a substantial 
number of residents who have been determined to be functionally 
illiterate. Unable to compute, speak English or problem-solve, these 
adutls are unable to successfully compete for jobs or to function 
proficiently in everyday American society. These adults include 
immigrants who have entered our City from all corners of the earth 

in addition to many American-born City residents who suffer from 
basic educational deficiencies either because they left traditional 
school settings prior to completion or because they graduated from 
high school without attaining the necessary academic competencies. 


Whether they were born abroad, in Boston, or in another part of the 
country, these Boston residents now face the problem of finding and 
keeping jobs in an economy in which many of the most promising areas 
for employment call for increasing levels of educational skills. 

In addition, many of these same adults find themselves handicapped 
as they attempt to respond to the many challenges of daily living. 
Tasks such as finding housing, seeing to the education of their 
children, purchasing goods and services, interacting with government 
agencies, or obtaining medical care prove beyond their reach. 


In some cases these adults have been able to get by. Many can find 

jobs -- but often they are temporary or dead-end positions or 

in employment areas which are threatened by near immediate obsolescence. 
In many other cases, lack of Enalish language proficiency (speaking, 
reading writing), math and problem-solving skills prevent adults from 
access to the labor market. 


As the agency responsible for employment and training for the economically 
disadvantaged in the City of Boston, the Neighborhood Development and 
Employment Agency funds job training and placement programs for youth 

and adults. Serving several thousand Boston residents each year, NDEA 

has found that a large segment of the unemployed and underemployed 
population is unable to participate in these programs due to inadequate 
skills and educational levels. 


As a result of our own experience, coupled with extensive research, 
we have concluded that the adult functional illiteracy problem is serious 
and widespread enough in this City to demand a focused policy response -- 
thus, the Adult Literacy Initiative. Our goals, articulated in the 
next section, are premised on a number of assumptions and findings. 


First, we are convinced that there is no one approach, setting for instruction 
or teaching method © ~ which works best with all adult learners. 
Rather, it is our understanding that adult learners are independent 

and self-directed. We believe that most adults learn best when the 

teaching and testing methods are premised on their broad range of 

daily experiences and reflect their daily life. Adults are concerned 

about the many roles they are called upon to play -- worker, spouse, 

parent, citizen -- consequently, instructional materials should attempt 

to contain content which explores a variety of these roles. Additionally, 
many adults come to an educational situation with the desire to apply their 
instruction to their immediate situation. As a result, we have found 

that problem-centered materials often-work better than subject-centered 
curriculum which has no immediate reference point to the adult's experience. 


Second, we feel acutely the lack of connections among the existing adult 
education programs in the City of Boston. It is our desire to aid in 

the development of a 'network' approach which encompasses diversity of 
clientele, method and location. To this end, the Initiative incorporates 
a unifying theme of competency-based instruction and assessment and 

will create a Resource Institute whose primary objective is that of 

serving and connecting the involved programs. 


Third, we have found that many individuals stil] do not comprehend the 
depth of this problem or its centrality to the many difficulties which 

our urban population is experiencing. America is a technologically 
advanced society, Massachusetts is perceived as a literate state 

and Boston -- rich in educational resources -- is often miscaste as 

a highly educated urban area. While Boston does include many resources 

and educated adults, their presence masks the larger problem of nearly 
one-third of our adults. In answer to this, it is our intention to develcp 
a campaign of public information, public/private partnerships and 

voluntary participation. 


D. GOALS: LITERACY INITIATIVE AND SPECIFIC PROJECTS 


The Neighborhood Development and Employment Agency, in conjunction 
with the involved collaborators, has established a set of goals f 
for the overall Adult Literacy Initiative. These are: 


@ To create a system of inter-connected adult functional 
and occupational literacy programs and related services 
in the City of Boston; 


e To encourage and stimulate improvements in the provision 
of adult basic education through Inittative-wide use 
of competency-based methods and throuch programs which 
emphasize ": occupational literacy, computer-assisted 
instruction, use of volunteers, adherence to relevant 
problem-based curriculum, and use of teaching methods 
appropriate for individually constructed and paced progress; 


e To serve in the first year of the Initiative, approximately 
1,000 undereducated adults whose lack of basic competencies, 
and/or English language skills and/or certification impede 
their labor force entry or mobility and limit their ability 
to fully participate in American society. 


While achievement of these goals will be a somewhat interdependent 
process involving all components of the Initiative, it is possible 
to identify goals which will relate to the major aspects of the 
overall project: NDEA and collaborators; Resource Institute; and 
Neighborhood-based Programs. These goals include: 


e NDEA and Involved Collaborators 


@ To coordinate and manage a process of community involvement 
and competitive bidding which will result in ten to fifteen 
contracts for neighborhood-based service provision and one 
for the development and establishment of a Resource Institute; 


@ To administer and oversee the funded projects through the 
implementation stage including the management of the contracting 
and reimbursement process, program monitoring, MIS, program 
reporting and overall project coordination; 


@ To conduct performance evaluations to determine the effectiveness 
of the participating programs and the progress of involved adults; 


To develop and implement a major public relations and fundraising 
campaign designed to heighten public awareness of the functional 
illiteracy problem in Boston and to leverage additional public 
and private support for the Initiative equal to the City of 
Boston's initial $ 1 million investment. 


e Resource Institute 


All. agencies and/or institutions seeking funding for activities 
under the Resource Institute guidelines of this Initiative will 
be asked to reference and build upon the following goals: 


@ To provide technical assistance, staff development, 
and teacher training to involved adult literacy programs; 


e To establish a clearinghouse of competency-based and 
occupationally oriented curriculum assessment methods, 
materials and teaching approaches and to disseminate 
this information to involved literacy programs; 


9 To act as an information source for neighborhood-based 
programs regarding additional resources, programs, and 
services which would provide appropriate support for 
clients, graduates, or referrals from the literacy programs; 


e To coordinate a citywide Titeracy volunteer campaign 
which can be of assistance to the involved neighborhood-based 
programs and/or provide services to clients who awe uninvolved 
with an organized literacy 'program' but in need of remediation. 


@ Neighborhood-vased Programs 


All agencies proposing activities under the Neighbornood-Based Program 
component of this Initiative will be asked to reference and build upon 
the following goals: 
@ To provide basic educational and support services to: 
* functionally illiterate adults 
and/or 
* non-credentialled adults 
and/or 
* adults lacking English language proficiency; 
® To provide educational seryices through use of competency- 


based instruction, assessment and overall management of 
the adult learning experience; 


® To utilize curriculum and teaching methods which meld 
occupational information with the instruction of basic 
(cognitive) skills; 


9 To destgn a program which provides an opportunity for 
involved adults to participate according to a flexible, 
part-time schedule; 


e To design a program which will incorporate one or more 
credentialing outcomes for adults desiring certification, 
1.e@. GED and/or Adult External Diploma; 


e To remediate involved adults such that 90% of all adults 
completing achieve the learning objectives stipulated 
in their educational contract as assessed using an approved 
testing procedure. 


E. NEIGHBORHOOD-BASED PROGRAMS - DISCUSSION 


The overarching goal of Boston's Adult Literacy Initiative is to provide 
opportunities for Boston residents to gain occupational literacy skills 

and when appropriate, to acquire educational credentials. To achieve 

this goal, we are actively seeking out creative methods and instructional 
approaches which work well with a diverse adult population. To provide 
coherence to the overall Initiative however, we are asking that all programs 
funded by NDEA develop their offerings within the context of competency-based 
instruction and. assessment. 


e Competency-Based Adult Education: Definition 


In its simplest definition, competency-based education entails the development 
of clearly defined learning objectives and related indicators of successful 
completion, often termed ‘performance indicators'. Competency-based 
instruction and assessment does not entajl any specific set of curriculum 
materials, indeed, it ts premised upon learning as it takes place through 

real life situations and problem-solving. Programs which have developed 
nationally have since refined and expanded this definition to incorporate 

the following six critical elements: 


(1) Learning Outcomes which are explicit in their identification 
of what the Tearner is to know and to do, agreed upon by 
those involved and understood by those involved; 


(2) Flexible Time Scheduling which provides a variety of times 
and opportunities for both instruction and assessment; 


(3) Variety in Instructional Method such that at least two 
different approaches are utilized for teaching and learning 
objectives; 


(4) Variety in Assessment Methods such that at least two different 
approaches are utilized for the evaluation of each objective, 
the assessment is accomplished frequently, and the method 
requires application of the tested knowledge or skill in a 
real life problem or situation; 


(5) Client Record Keeping Systems must be developed and maintained 
to record student progress, provide timely feedback to the learner 
and to aid planning for future instruction which advances 
Student achievement; 


(6) Certification must be dependent upon the demonstration of the 
requisite outcomes. 


The use of competency-based instructional and assessment techniques have 
been applied to vocational education, college programs, elementary and 
secondary education and, of course, adult basic education. 


y Competency-Based Adult Education: Content 


Generally, Compentency-Based Adult Education programs instruct and/or 
assess student attainment in two major content areas: 


(1) Basic Academic Skills - which include skills of reading, 
writing, listening, speaking, computation, and problem- 
solving. These academic or cognitive skills are often 
developed through content areas such as occupational 
preparedness, health, citizenship and legal information, 
self awareness, consumer skills and social awareness. 


(2) Special Skills - which include skills in an occupation 
or avocation, or college readiness, or knowledge and 
skills gained through managment, travel or military 
experience. 


More specifically, CBAE has been defined as a set of basic competencies 
which are necessary for an adult to function proficiently in society. 
These competencies form the basis for jnstruction and/or assessment 

and the mastery of these competencies results in knowledge and skills 
equivalent or alternative to that of a high school diploma. 


Nationally, much work has been done to determine the appropriate set 

of minimum competencies necessary for adults. Separate but related sets 
have been developed, at considerable cost, by two programs: the New 

York State External High School Diploma Program and the Texas Competency- 
Based High School Diploma Program. Reviewed and evaluated by the Office 
of Education and the National Institute of Education, each has undergone 
the rigorous examination of a panel of experts and is currently a member 
of the National Diffusion Network, an organization responsible for the 
dissemination of exemplary educational practices. 


These two models, along with their competency listings (and in the 
New York State model, along with performance indicators) are 
presented in Section VII, the Resource Packet of this document. 


® Adult Credentialing Methods 


Currently, the most prevalent and popular method of credentialing 
adult basic education is the 'GED' or General Educational Development 
tests and the resultant Equivalency Certificate. Issued by the 

State Department of Education, this is a method which has been 
promulgated nationally. 


The Equivalency Certificate does not usually entail competency-based 
instruction or assessment, indeed, it does not demand any instruction 
for its issuance. Instead, adults are expected to take and pass 

five multiple choice tests in the subject areas of Writing Skills, 
Social Studies, Science, Reading Skills, and Mathematics. Passing 
scores must be obtained such that an overall average of 45 in all 
five tests for a total score of 225 or over is achieved and a minimum 


of 35 is scored on each individual test. 
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A second method of credentialing adults has been developed which 

is premised on.a competency-based approach. In these cases, the 
Local Educational Authority (LEA) recognizes a particular set of 
competencies as being equivalent to those required for the LEA's 
standard diploma. Through the use of assessment and/or instruction, 
adults may receive an ‘external’ or Adult Diploma from the LEA. 


In the Commonwealth of Massachusetts, there is no one model which 

has been applied across the state. Local autonomy of schools districts 
has resulted in a great deal of variation in the determination of standard 
diploma requirements. In the City of Boston, the LEA, the Boston Public 
Schools has adopted the New York State External Diploma. The School 
Committee has voted to accept this set of competencies as equivalent 

to the graduation requirements for regular students. Therefore an 

adult who can demonstrate this particatar set of competencies may be 
eligible for a Boston Public Schools Diploma. 


It is important to note that other models or sets of competencies 
may prove acceptable. However, at this time, programs which are 
seeking to offer credentialing opportunities for enrolled adults 
need tobe aware that in Boston, the LEA does recognize and base 
the assessment of adults on the New. York State External Model. 


e Neighborhood-dased Programs: Options 


The Adult Literacy Initiative will build upon available outcomes 

and credentials for adults. We are interested in developing programs 
for adults experiencing a wide variety of needs and motivations and we 
will entertain several different program models including: 


9 Alternative Competency-Based Diploma Programs - we wil] 
Support projects which adopt local school requirements for 


certification or create a new set of requirements specifically 
for the adults served. This might inlcude a mix of locally- 
based requirements and adult functional competencies. It should 
be noted that if requirements differ from those already approved 
by the LEA, approval by the School Committee would be necessary 
in order to receive the LEA's diploma. At the current time 

in the City of Boston, this option would require that programs 
develop their instruction in such a way that the New York State 
External Program competencies (at a minimum) are incorporated; 


@ Occupational. Literacy Programs - which will serve adults 


with or without a credential, who are in need of occupational 
Preparedness skills and basic academic information. Programs 
falling within this category would develop and implement approaches 
to competency based instruction and assessment which meld 

basic (cognitive) skills with occupationally-oriented activities 
such as: Resume Writing Instruction, Interviewing Techniques, 


Career Exploration, Non-technical Skills Training, Job Search 
Projects and Awareness of Corporate Structures. 


e Non-Credentialing Alternatives - For many adults, credentials 
Will not be a central objective, either because they already 
have a high school diploma (but lack the requisite competencies) 
or because they will require lengthy involvement to acquire either 
a High School Diploma or an Equivalency Certificate. NDEA will 
support programs in which. the desired outcome would be the 
attainment of competencies built around the specific short-term 
objectives of the client. These objectives might be entry jnto 
skills training, a job, or the resolution of a specific problem 
such as mastery of English language skills sufficient to travel 


around the City; 


e GED Preparation Programs - we will support programs which 


prepare students for the tests in Writing Skills, Social 

Studies, Science, Reading Skills and Mathematics.such that 

adults are better able to take and pass the exams earning 

the State-issued Equivalency Certificate. Although the GED 

tests are not themselves competency-based, program structure 

and curriculum can be designed to reffect a competency-based 
focus. Learning objectives would be desigend to the requirements 
of the GED tests and in all other respects the programs would 
adhere to the six previously stated elements of CBAE; 


These models are meant to help focus proposing agencies, rather than 
restrict proposal designs. It is possible for instance, that a project 
could incorporate aspects of all of these models by developing an 
approach geared to adults who seek an Alternative Diploma. Adults 

who are unable or unwilling to obtain the Diploma could develop an 
educational contract with the program which would result in successful 
passage of the GED examinations, or completion of occupational ly-oriented 
competencies. . 


@ Neighborhood-Based Programs: Linkages and Referrals for Graduates 


Although participation in a funded Adult Literacy Initiative program 
Should enable clients who successfully complete to obtain jobs 
and/or further training, NDEA does not intend to provide funding 

for job development or intensive skills training through this 


particular Initiative. Rather, wewish to channel funds tied :to this Initiative 


specifically into basic educational instruction and assessment for 
adults. 


To insure that the funded programs can lead to jobs and/or further 

training and education for gradutes, NDEA will focus considerable attention 
in the coming months to this particular issue. It is our intention that 
clients would be referred upon graduation to the various programs already 
Operating in this area. These programs include: 


@ Job Training and Placement Programs funded by NDEA and the 
Boston C, and the Division of Employment Security; 


a Universities and Colleges in the Boston area, particularly 


the State Colleges and Community Colleges; 


@ Private Vocational and Technical Institutes. 
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e Neighborhood-Based Programs: Restrictions 

In our desire to develop the broadest possible programs under this 
Initiative, we are not requiring any specific program content or 
approach, other than one which responds to the need to offer 
flexibility in instruction, assessment, content, scheduling to all 
adults who wish to become involved. 


Adults from the age of sixteen and up will be eligible for service. 

We ask that programs refrain from developing projects which restrict or target 
service to either the youthful cohort (16 - 21) which is currently 

served through the Boston Public Schools and the NDEA underwritten 
'Out-of-School Youth System'. We also ask that proarams refrain from 
develping projects which restrict or target service to older adults. 


Finally, there are a number of restrictions which accompany the use 
of Community Development Block Grant funds. These are spelled out 
elsewhere in this document and appear again in the Assurances Form 
which must be signed by an official of the applicant agency. 


Ele RESOURCE INSTITUTE - DISCUSSION 


Frequently, neighborhood-based programs are funded. to carry out a 
particular set of activities without extensive provision being made 
for their own staffs to receive additional training, support and 
assistance. The day-to-day pressures of program operations often make 
it difficult for agency staff to seek out training, contact other 
programs, or to research new techniques. 


For this reason, NDEA and the involved collaborators have structured 

the Adult Literacy Initiative to incorporate the creation of a Resource 
Institute which will support, help, and link the funded neighborhood-based 
programs. The Resource Institute will not be the administrative arm of 
the Literacy Initiative -- this responsibility will be retained by NDEA 
and its collaborators. Instead, the Resource Institute will be free to 
and available to serve the neighborhood programs and to assist them in 
developing new areas of expertise while keeping up with the daily demands 
of client service. 


@ Technical Assistance Role 


The term ‘technical assistance’ is a term which despite its misuse, 
is still able to encompass a broad range of ‘helping’ activities 
which in this particular case may range from staff development to 
teacher training to management assistance to problem-solving. 


The Resource Institute will have a relatively small staff,. 

Although this staff is expected to have specific 
expertise in the area of adult literacy, its role will not be to 
promulgate uniform practices and methods on the involved programs. 
Rather, its role will be to work with the programs to explore the 
challenges faced by practitioners. The successful bidder should 
be able to demonstrate a proven track record of effective work 
with and support to community-based organizations and practitioners 
as well as a proven sensitivity to local needs and desires. 


The specifics of technical assistance provision will in some 
ways depend upon the funded neighborhood-based program deficiencies, 
problems and research interests. However, it is expected that at 

a minimum teacher training via workshops and in-service training 
along with program-specific consultations will occur. We are also 
interested in exploring the creation and management of a peer 
practitioner network within the Adult Literacy Initiative. 


e@ Competency-Based Education Clearinghouse 


The Resource Institute will be expected to collect and disseminate 
information on methods, models and materials used by adult literacy 
programs with especial attention given to competency-based instruction 
and assessment models. 
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It is our wish to underwrite programs which adhere to the competency-based 
methods of instruction and assessment as we have deftned them elsewhere 
in this document. This work will demand some ‘translation' of current 
program's curriculum and materials into the learning objectives and 
performance indicators required by competency-based education. This 
work will be asststed by the Resource Institute. 


Additionally, competency-based instruction demands a ‘management! system 
to record and follow the progress of involved students. It is likely 
that this is something which may be standardized within the Adult 
Literacy Initiative with the aid of the Resource Institute. 


e Information and Referral Source 


Another role of the Resource Institute will be to develop and disseminate 
information to assist Neighborhood-based programs offer referral 
possibilities to graduates of their programs. 


® Volunteerism Campaign 


Involving volunteers in the Adult Literacy Initiative is intended 

aS a means to both increase services to clients at a low cost as 

well as to involve more literate members of the community in 

the project. NDEA recognizes that the use of volunteers is not without 
costs. In fact, volunteerism requires staff resources sufficient to 
recruit, orient, train , and match volunteers to programs and clients. 
Staff from the Resource Institute will carry out this responsibility 
and will do so (preferably) with the advice and assistance of voluntary 
Organizations currently operating in the City of Boston 


@ Resource Institute: Restrictions 


The organization or consortium which wishes to propose under this 
aspect of the Adult Literacy Initiative will be required to document 
cash or in-kind matching resources which are no less than twenty 
percent of the total budget. 


In previous documents NDEA and the involved collaborators have stated 

an interest in soliciting proposals for this component through a national 
competition. We remain interested in this approach given the information 
and resources which are available outside of the immediate Boston area. 
However, we are convinced that to be successful, the Resource Institute 
must have a local affiliation, preferably with an area college or 
university. 


II. PROPOSAL PREPARATION AND REVIEW 


The following section is intended to give 
prospective bidders the information which ts 
necessary to understand the process of proposal 
development and the procedures which NDEA and 
the involved collaborators will use to evaluate 
both the Proposal Previews and finally the Full 
Proposals. 


Included tn this section are the technical 
instructions for proposal submission. 

A. OVERVIEW OF THE RFP PROCESS 

TECHNICAL ASSISTANCE 

PROPOSAL PREVIEW: INSTRUCTIONS 

FULL PROPOSAL: INSTRUCTIONS 

PROPOSAL REVIEW AND SELECTION CRITERIA 


Tite Cort 
eye © ne 


2] 


Lie PROPOSAL PREPARATION AND REVIEW 
A. OVERVIEW OF THE REQUEST FOR PROPOSAL PROCESS 


This Request for Proposal document has been structured toelicit program 
designs and descriptions in clear, concise terms and to provide a consistent 
format for each submission. NDEA and the involved collaborators with the 
assistance of a Proposal Review Panel and paid consultants will evaluate 

the written documents against the criteria incorporated into this Request 
for Proposals (RFP). 


The evaluation of the proposed program will not rely solely on the 

quality of the written document, although this is extremely important. 
Assessments of the proposed designs will be augmented by site visits, 
discussions with other organizations, agencies and, if appropriate, 
clients. These discussions will serve to provide references and 

additional information concerning the involved agency, lead staff, and 
veracity of the proposal document. The written document and field study 
will be balanced by the overall objectives of the Adult Literacy Initiative 
such that the resultant funding pattern provides equitable, cost-effective 
service to an appropriate cross-section of adults in need living throughout 
the City of Boston. 


The RFP process has been structured to include two stages. At the point 
of this issuance, 2 March 1983, we are seeking only a Proposal Preview 
which should be not more than ten pages (double-spaced) in length. This 
submission will be screened and only those agencies selected will be asked 
to submit a full proposal. 


The second stage of the process will lead to a limited number of Full Proposals. 
It is our expectation that no more than forty organizations will be invited to 
submit a Full Proposal and that no more than fifteen contracts will result from 
the overall competition. 


We will be issuing only this Request for Proposal document which includes within 
it instructions for the submission of the Proposal Preview as well as the Full 
Proposal and which provides formats and evaluation criteria for submission of 
both the Neighborhood-Based Program proposals as well as the Resource Institute 
Submissions. 


The Request for Proposal packets will be available as of Wednesday, 2 March 1983 
at 15 Beacon Street, 3rd Floor, Office of Program Development and Planning. To 
assist bidders with their proposal development, a Bidders' Conference has been 
scheduled. for that same day from 2 - 4:30 p.m. at the Boston Public Library, 
Main Auditorium. Attendance at this Bidders' Conference is not mandatory, but 
it is strongly recommended. Agencies intending to propose for funding should 
obtain their own copy of this document from NDEA and by so doing identify 

their organization to NDEA. If you are unable to come in person to pick up 

the RFP packet, you may call and request one by contacting the Office of 

Program Development and Planning, 720-4300 x225 and asking for Elaine Etheridge. 


B. TECHNICAL ASSISTANCE 


Technical assistance will be provided to prospective bidders throughout 
-all stages of the proposal preparation period. This assistance will 
include the following: 


@ Proposal Hotline 


NDEA asks that any questions pertinent to the Adult Literacy Initiative . 
and in particular to this document be directed to the Office of Program 
Development and Planning at 720-4300 x225. Callers should ask to speak 
with Elaine Etheridge who will ask for the details of your question and 
either respond directly or get back to your organization with an answer 
as soon as is feasible. Questions regarding the content of your proposed 
program or the quality of your response will not be answered. Rather, 

we will attempt to clarify the wording of this document, and aid in 

your understanding of our request. If you have questions’ - please do 
not hesitate to call. 


e Additional Written Instructions 


If necessary, additional written instructions will be issued to clarify 
this document and assist proposing agencies. For this reason, we require 
that agencies responding to this document, officially identify themselves 
to NDEA rather than develop a proposal from a copy received elsewhere. 


@ Seminar Series 


NDEA and the involved collaborators are sponsoring a Seminar Series 

entitled Adult Literacy: Model Approaches. Scheduled during the 

initial Proposal Preview development period, this series is intended 

to aid programs to understand key aspects of competency-based instruction 
and assessment and to identify and introduce to Boston agencies key national 
leaders in the field of adult basic education. This series will be held 

on the following days: 


@ Thursday, March 3rd from 9:00 a.m. to 12:30 p.m. 
e Thursday, March 10th from 9:00 a.m. to 12:30 p.m. 
@ Tuesday, March 15th from 9:00 a.m. to 12:30 p.m. 


Speakers will include, Dr. Ruth Nickse, consultant to the Mass Bureau cf 
Adult Education, Joseph Cooney of California's Office of Education, 

Joyce Milliken from Connecticut's Education Council, Lorraine Ruston 

from Project CLASS in €alffornia , Ron LeMay from Steck-Vaughn and Elaine 
Shelton from the Austin, Texas APL Program. This series will be recorded and 
tapes may be reviewed on an appointment basis. 
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@ Proposal Development Assistance 


Proposing agencies are encouraged to use the resources available at 
the Associated Grantmakers of Massachusetts (AGM) Library located 
at 294 Washington Street in downtown Boston. This library includes 
resource guides which could prove of assistance to agencies lacking 
skills in proposal development and program design. 


e Technical Assistance for Proposal Finalists 


Agencies which, after the initial screening , are asked to 
submit Full Proposals under this Initiative will be offered additional, 
individualized assistance during that phase of the competitive process. 


NDEA will enter into limited contracts with a few dozen development 
specialists who will be available to assist final bidders in the 
detailed design work and document development aspects of their 
written proposal. We estimate that this assistance, underwritten 

by NDEA, will cover no more than three days of a professional's 

time. We will carefully screen these specialists and will coordinate 
bidders' use of this resource. 


This is offered for the purpose of improving the overall quality of 
the design work accomplished locally and to assist agencies to 
develop the best possible written document. However, we must 
stress that agencies must budget their own time and resources 
sufficient to this task. Agencies are cautioned against relying 

on this aspect of technical assistnace which is intended to 

augment local development capacity not to wholly provide it. Agencies 
may choose to use this service or not. This aspect of NDEA's 
technical assistance will not affect the review or selection of 
programs for funding. It is merely intended as an optional aid 
for proposing agencies. 


Cs PROPOSAL PREVIEW: INSTRUCTIONS 


The Proposal Preview is. requested for both competitions: that of 

the Neighborhood-8ased Programs as well as that of the Resource 

Institute. The Proposal Preview should serve as more than a 

‘concept paper’ but less than a full-blown proposal. NODEA has 

chosen not to develop specific guidelines for this first submission. 

Instead, we ask that you read through this entire document and 

construct a program design jn response. The write-up of this design 

should, be abbreviated at this stage, but should not neglect to 

tell salient aspects of your design. Questions which the Proposal 

Preview should answerare presented along with the corresponding evaluation points: 


-NEIGHBORHOOD-BASED PROGRAMS 


(10) ® What is the history of your organization, particularly 
in reference to the provision of adult basic education 
services to the target population group identified? If 
the proposal emanates from a consortium, what is the 
history and working relationship of the partnersiip? 


Has the target population been adequately defined and are 
the needs of this group discussed in a manner which is 
comststent with local expertence? 
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Are the instructional appraaches consistent with the 
requirements and definitions of competency-based 

education as we have defined them in this document 

and is there sufficient attention paid to the occupational 
orientation of stressed throughout the Literacy Initiative? 
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(25) @ Is the instructional program - including the physical 
location, type of instruction to be provided, numbers 
of clients to be served, special components - described 
and is it consistent overall with the needs and motivations 
of the target population? 


(25) Are the key staff members identified andare their qualifications 
and experiences appropriate to the proposed tasks assigned to them? 
(15) e@ Is the requested budget appropriate to the program described 

and the guidance offered in the RFP? Have in-kind resources 

been identified and do they measurably add to the quality of 

the proposed program? 


RESOURCE INSTITUTE 


(20) «@ What is the history of this organization, particularly 
in reference to the provision of technical assistance and 
Staff development to neighborhood-based adult learning programs? 
If this proposal emanates from a consortium, what is the 
nistory and working relationship of the partnership? 
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Have the needs of the Neighborhood-based Programs been 
adequately defined and discussed. in. a manner which: is 
consistent with local experience? 


LOD 


Has an approach to service provision been presented in a 
manner which is appropriate to the local needs and 
motivations of the programs it intends to serve? 


(15) 


(15). @ Do we know what this particular ‘Resource Institute! 
will entail - including the physical location, available 
resources and materials, special aspects and strengths? 


(30) Are the key staff members identified and are their qualifications 
and experiences appropriate to the proposed tasks assigned to them? 
Is the requested budget appropriate to the program described 

and the guidance offered in this RFP dacument? Have the 

required in-kind or cash match resources been identified and 

is this contribution adding measurable value to the project? 


(10) 


The Proposal Preview should be not longer than ten pages, |:double-spaced, 
plus the Budget Summary. Apnended information should be no lonaer than 
ten pages as well. Material which is usefully included in an appendix 
includes: resumes of key personnel, samples of curricula, competencies 
and performance indicators, letters from supporting agencies. 


Proposal Previews are due no later than 5:00 p.m. on 25 March 1983 
at NDEA, 15 Beacon Street, Office of Program Development and Planning, 
3rd Floor, Boston, MA 02108. 


The submission should consist of ten copies, including one with the 
Original signature of your agency's signatory. All proposals must 
be properly bound and must incorporate completed cover sheets. 

The period of performance should be written as 17 June 1983 through 
30 June 1984. Proposals under the Resource Institute aspect of the 
competition must incorporate cash or in-kind match equal to 

20% of the total budget. 


D. FULL PROPOSAL: INSTRUCTIONS 


Only those agencies who have submitted a Proposal Preview which has 
been reviewed and approved will be asked to submit a Full Proposal. 
The specific guidelines for the Full Proposal are included in 
Section IV for the Neighborhood-Based Programs and Section \V.for 
Resource Institute applicants. 


The Full Proposal should be no longer than thirty-five pages, double-spaced, 
excluding the required forms and budget sheets. Appended information 

should not exceed twenty-five pages and should be clearly labeled and referenced 
within the body of the proposal. 


Full Proposals are due no later than 5:00 p.m. on 29 April 1983.at 
NDEA, 15 Beacon Street, Office of Program Development and Planning, 
3rd Floor, Boston, MA 02108. 


The submission should consist of ten copies, including one with the 
original signature of your agency's offictal signatory. Al] 

proposals must be properly bound and must incorporate completed 

cover sheets. The period of performance should be written as 17 June 1983 
through 30 June 1984. Proposals under the Resource Institute aspect 

of the competition must tncorporate cash or in-ktnd match equal to 

20% of the total budget. 
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ES PROPOSAL REVIEW AND SELECTION CRITERIA 


ae 


The proposal review process will involve NDEA and collaborators 
along with paid consultants and a Proposal Review Panel. Each 
proposal (Preview and Full) will receive a minimum of six readings. 


Review and point award on the document will correspond to the format 
presented below. As mentioned previously, selection will incorporate 
concerns regarding the shape of the overall Adult Literacy Initiative 
and will include concerns regarding: 


a Overall cost-effectiveness of selected programs 
@ Geographic distribution of services 


e Service provision to the various subgroups within 
the overall adult population in need 


e Mix of services and activities provided 
@ Previous performance of programs and agencies 


a Proposal Review Format 
NEIGHBORHOOD-BASED PROGRAMS 


A. ORGANIZATIONAL BACKGROUND 10 10 
B. DEMONSTRATION OF NEED 19 10 
C, PROGRAM PHILOSOPHY 15 15 
D. GOALS AND OBJECTIVES 15 15 
E. PROGRAM OPERATIONS STATEMENT Sees 35 
* F. SPECIAL COMPONENTS 25 
G. INTERNAL MONITORING AND EVALUATION 10 10 
H. STAFF STRUCTURE AND QUALIFICATIONS 15 15 
I. BUDGET AND BUDGET NARRATIVE 15 15 
- TOTAL 125 150 


+ 


Proposals which do not incorporate any ‘Special Components ' 
wil] not be penalized, but instead will be evaluated on the 
bas S201 emercoewoin.s. 


@ Proposal Review Format (continued). 


RESOURCE INSTITUTE 


A. ORGANIZATIONAL BACKGROUND 15 
B. DEMONSTRATION OF NEED 10 
C. PROGRAM PHILOSOPHY 10 
D. GOALS AND OBJECTIVES 15 
E. PROGRAM OPERATIONS STATEMENT 30 
F. INTERNAL MONITORING AND EVALUATION 10 
G. STAFF STRUCTURE AND QUALIFICATIONS 25 
H. BUDGET AND BUDGET NARRATIVE 10 


- TORAL.. 2; | ton 
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III. REQUIRED FORMS 


The following forms must be completed 

and signed. These will become part of 

your completed proposal and must be 

submitted to NDEA along with your Preview Proposal 


and, if souaht, Full Proposal. 


Aterel dE. SHEET / COVERSEAGE 
B. ASSURANCES 


C. BUDGET FORMS 


( Only Page 1, the Budget Summary jis 
necessary for submission with the Proposal 
Preview. At the point of Full Proposal 
submission, all budget forms must be completed) 


ae REQUIRED FORMS - ADULT LITERACY INITIATIVE 


A. TITLE SHEET/COVER PAGE 
1. AGENCY INFORMATION: 2. PROGRAM TYPE: 
AGENGY NAME: GED PREPARATION 


AGENCY ADDRESS: ADULT DIPLOMA 
ESL/BILINGUAL 
NON-CREDENTIAL/ABE 
OCCUPATIONAL LITERACY 


RESOURCE INSTITUTE 


ee i] 


AGENCY PHONE/S: 
AGENCY DIRECTOR: 
AGENCY CONTACT: 
PROGRAM NAME: 


| 


— 
ee 


3. LOCATIONS OF CLIENT SERVICE (IF OTHER THAN ADDRESS LISTED ABOVE 


4. CHARACTERISTICS OF POPULATION TO BE SERVED (IN REAL NUMBERS): 


SEX: RACE AND ETHNICITY: 


MALE eave) WHITE (NOT HISPANIC) (Siemaa? 
BEMALE (0) BLACK (NOT HISPANIC) ica) 

AGE: HISPANIC Goren) 
he 7 came AMERICAN INDIAN/ ae 
a —— ALASKAN NATIVE a) 
22 - 25 (—) PACIFIC ISLANDER — 
pom 34° (rae) OTHER: (where appropriate) 
2) He a nD WELFARE (aaa) 
BIER...) OFFENDER i 
ar Oe OPENED, HANDICAPPED maa ) 

INCOME : VETERAN STATUS aa 
BOW MOU (cau) Mac oe) PUBLIC HOUSING RESIDENT om 
Lact a as Wy 


* The number reported for 'low income' will be incorporated into the 
total number reported for 'low/moderate income! 


3] 


Ae TITLE SHEET/COVER PAGE (continued) 
5. PROGRAM COSTS: _ COSTS IN DOLLARS COSTS IN PERCENTAGES 
AMOUNT REQUESTED $ (  ) 
* AMOUNT MATCH FUNDS Si ( cen 
TOTAL PROGRAM COST $ ( 100%) 
TOTAL NUMBER 
PARTICIPANTS 
REQUESTED COST $ 


PER PARTICIPANT 


6. RELATED GRANTS AND CONTRACTS: 


PERFORMANCE PERIOD ACTIVITY CONDUCTED AMQUNT AWARDED FUNDING SOURCE 


7. PROPOSED PROGRAM SUMMARY: 


I ee 


* Resource Institute Applications must incorporate in-kind or 
cash match equivalent to at least 20% of the total budget. 


CONTRACTOR ASSURANCES - ADULT LITERACY INITIATIVE 


1. The program operator assures that it will fully comply 
with the requirements of the Housing and Community Development 
Act of 1974 as detailed in Public Law 93-383. 


2. The program operator assures NDEA that it will perform work 
and provide servcies in accordance with the provisions of 
the attached proposal and the budget approved by NDEA; 
with all rules, regulations, terms and conditions promulgated 
by the U.S. Department of Housing and Urban Development (HUD) 
Act of 1974, P.L. 93-383; with NDEA's performance standards, 
policies, procedures and reporting systems. 


3. The program operator assures that no portion of its CDBG program 
will in any way discriminate against, deny benefits to, 
deny employment to, or exclude from participation any persons 
on the grounds of race, color, national origin, religion, age, 
sex, handicaps, or political affiliation or belief; that it 
will target seryices to those most in need of them. 


4. The program operator assures NDEA that its program operating 
with Community Development Block Grant funds will benefit a 
minimum of 51% low or moderate income people as defined by. 
the HUD Secion 8 guidelines. 


5. In administering a program under the CDBG program, the program 
operator assures and certifies that: 


a. the program is operating in an environment that is 
conducive to achieving the goals and objectives of 
the program and poses no environmental problems to the 
Surrounding community, 


b. the program's financial records are maintained in accordance 
with generally accepted accounting principles, 


c. day care programs operating with CDBG funds are licensed 
by the Commonwealth of Massachusetts' Office for Children. 


Signature Date 


Typed Name and Title of Authorized Signatory 
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C. REQUIRED BUDGET FORMS aes Page 1. 


City of Boston CDBG HUMAN SERVICES 
NDEA CONTRACTORS PROJECT BUDGET 
3/82 SUMMARY 
CONTRACTOR: 
PROGRAM: | y 
AMOUNT: PERIOD: 17 JUNE 1983 - 30 JUNE 1984 CONTRACT #: 
AMOUNT REQUESTED © IN’KEND = = TOTAL 
QUARTERS (YEAR) (YEAR) 
Caer 0 eet Omit) Airco 4/]__to 
COST CATEGORY 9/30 12/31 3/31 6/30 TOTAL 


PROFESSIONAL 
SERVICES 


UsGlue 
OPERATIONS 


TRAVEL 


FURNISHINGS/ 
EQUIPMENT 


ora | | 


NOTE; RESOURCE INSTITUTE PROPOSALS MUST INCORPORATE IN-KIND CONTRIBUTIONS 
WHICH ARE EQUIVALENT TO NO LESS THAN 20% OF THE TOTAL BUDGET 


INDIRECT COSTS REQUESTED FROM NDEA MAY NOT EXCEED 15% OF THE TOTAL BUDGET 


Prepared for contractor by: 


Telephone #?: 


e—— 
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ky of Boston CDBG HUMAN SERVICES Page 2 
" CONTRACTORS PROJECT BUDGET ) 

ie STAFF SALARIES & FRINGE BENEFITS - DETAIL- 

TRACTOR _ PROGRAM 


can ee AIL E DELLE ANAL ——— 
punt: 


eee eee PERIOD: FROM TO 


| 
| No. 


Rployed POSITION OR TITLE 


FICA Rate | Health & Workman's 


| Tota] Base | Welfare Comp Rate 
| sataries Salary Up | Rate Base 
To Base Rate 


Salary Up 
To . 


eh) 


City. of Boston CDBG HUMAN SERVICES Page 3; 
- NDEA CONTRACTORS PROJECT BUDGET 

3/82 oo OPERATIONAL COST DETAIL 

CONTRACTOR: PROGRAM 

AMOUNT: __ a mn PERIOD: FROM | TO 


en ee ee 


OPERATIONAL COST ITEMS REQUESTED IN KIND TOTAL 
PROFESSIONAL SERVICES i pa 
Consultants 
Professional Services Bar er 


Sub-Total 


OFFICE OPERATIONS 
Telepnone-Communication 
Office Supplies 
Duplicating Equip./Supplies 
Outside Printing : | bo en 
_ Postage ar a 
mene 


TRAVEL . 
Local Travel 
Out-of-State Travel 


Sub-Total 


FURNISHINGS/ EQUIPMENT 
Equipment Purchased 
Equipment Leased/Rented 


Sub-Total 


OCCUPANCY COSTS 
Rent 
Utilities 
Security 
Maintenance 
Sub-Total 

OTHER 
Insurance 
Dues, Subscriptions 
Staff Training 
bel your 
Advertisement 
Program Supplies 

| Contractor Misc. (Specify) 


v0 


* Indirect Costs: ye 
Sub-Total 
TOTAL OPERATIONAL COSTS: 


* THESE MAY NOT EXCEED 15% OF THE TOTAL BUDGET 


CDBG HUMAN SERVICE PROGRAMS : 36 
of Boston CUNTRACTOR BUDGET INSTRUCTIONS 


NDEA has revised the CDBG Human Service Programs Contract Budget forms 
The revised budget form consists of three (3) pages: 


@ Summary (Page T) 
e Staff Salaries and Fringe Benefit Detail (Page 2) 
a Operational Cost Detail (Page 3) 


SUMMARY (Page 1) 


Tne purpose of the budget Summary is to provide an overview of your program's 
budgetary needs and your projected rate of expenditure. Pages 2 and 
3 provide detailed information as to what costs are included in each of the 
COST CATEGORIES found in the Summary. 


As you will note, NDEA is requiring all contractors to project expenditures by 
QUARTERS, as well as the TOTAL amount, for each cost category and the total pro- 
gram amount. The QUARTERLY projection request is consistent with NDEA reporting 
requirements to HUD. 


-‘NDEA Quarters are as follows: 


July 1 - September 30 

October 1 - December 31 

January 1 - March 3] 

April 1 - June 30 

When completing the summary page, the contractor should indicate in each designated 
box, the dates of the Quarter. For example, if the contractor's program is authorized 
to begin as of December 11, 1981, the contractor would provide expenditure projections 
as follows: 


. QUARTERS 
bey li i= 1/1 - 4/\ - The NO/ta—n 
ie/o0/81 | 3/31/82 6/30/82 9/30/82 IZ S1/Ot 


[If authorized as of April 1, 1982,. 


QUARTERS 


a/1/ - Ee - 10; alto 


6/30/82 | 9/30/82 12/31/82 3/91/93 


STAFF SALARIES AND FRINGE BENEFITS - DETAIL (Page 2) 


A complete breakdown of program staff funded by NDEA/CDBG should be provided on this 
form. Be sure that figures cross foot, i.e., 2 employees x $256. per week x 24 
weeks x 75% time = $9,216. Figures may be rounded to the nearest dollar. 


Also included at the bottom of this form is a fringe benefit and salary computation 
section. The first column, "Total Salaries", summarizes the salary costs on the 


Rice: These figures are then posted to page 1 in the cost category STAFF SALARIES/ 
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The other six columns to the right of "Total Salaries" are to be used to break- 
down your estimated fringe benefit costs. Include all fringe benefits to be 
paid under this contract, the rate being charged, and, if applicable, the base 
wage up to which these rates are applied. 


Total fringe benefit costs starting with F.1.C.A. should be added across and 
totaled in the total fringe benefit column. These figures should then be posted 
on Page 1 in the cost category FRINGE BENE iS. 


OPERATIONAL COST DETAIL (Page 3) 


This form should be used to itemize all contract costs other than salaries, Wages 
and Fringe Benefits. The total operational costs for each OPERATIONAL COST CATEGORY 
should be posted to Page 1 under the appropriate COST CATEGORY. 


SECTION IV 
NEIGHBORHOOD-BASED PROGRAM GUIDELINES 


The section which follows has been designed to 

serve as a format for the direct service proposals. 
Responding agencies are encouraged to follow this out- 
line which will serve as a guide for the Review 
Panel and staff reviews. 


These formats can be somewhat constraining and 

it has been our experience that some agencies 
answer each question, but neglect to tell us a 
coherent story, while others ignore whole sections 
of important narrative. Consider if you will that 
NDEA has provided to you an outline which should 
expand into a logical progression of descriotive 
statements about your agency and the program which 
you propose. If you feel that we have nealected 
to ask for key information about your agency or 
proposed program, please provide this to us by 
expanding a section or annending the adpronriate 
material. . 


a=) 


ORGANIZATIONAL BACKGROUND 
DEMONSTRATION OF NEED 

PROGRAM PHILOSOPHY 

GOALS AND OBJECTIVES 

PROGRAM OPERATIONS STATEMENT 
SPECIAL COMPONENTS 

INTERNAL MONITORING AND EVALUATION 
STAFF STRUCTURE AND QUALIFICATIONS 
BUDGET AND BUDGET NARRATIVE 


fot Se SOP a! a eS) ee) Bee, 
ek er ee ee ae ee a | 


IV. NEIGHBORHOOD BASED PROGRAM GUIDELINES 


A. ORGANIZATIONAL BACKGROUND Possible Score: 


An agency's organizational structure and previous experience 
provides a basis for an assessment of its capacity to implement 
programs and projects. This section should be written to detail 
the relevant history of your organization and to drove that your 
agency has demonstrated the ability to successfully implement 
programs similar to the one which you are proposing. If the 
proposal involves a collaboration of two or more agencies, a 
description of the 'collaborative'’ as: well as the partner agencies 
snould be provided. Your discussion should include the following 
elements: 


1. Agency History - This could incorporate a discussion of 
your agency mission statement, goals and objectives, 
and track record of relevant service delivery. 


2. Agency Experience With Related Programs - A brief 
discussion of specific programs or projects which: 
have been operated could be included here. If these 
programs were financed with grants please refer to 
the source and the funding period. 


3. Agency Administrative Capability - Briefly describe 
your agency's ability to manage grants and contracts, 
including in your discussion your agency's: 


a. Total annual operating budget 
b. Number, size and source of current contracts 
c. Fiscal and administrative management staff and systems 


4, Agency Staff and Organizational Plan - This discussion 
will set the context for the program you are proposing. 


Provide a discussion of your agency's organizational 
chart, indicating where the proposed program will fit 
is 


B. DEMONSTRATION OF NEED Possible Score: 10 


The adult population which could benefit from program operated 
under the Adult Literacy Initiative is extremely broad. It is 
Our expectation that most neighborhood-based programs will choose 
to 'target' services to a slice of that population. In previous 
papers on this issue, we have described the population in need 

as experiencing problems in at least one of the following four 
areas: Lack of proficiency in the English language; Lack of 
basic educational competencies and skills; Lack of educational 
certification; Lack of occupational information and access. In 
this section of your proposal, please specify the population you 
intend to target services to and discuss the needs of this population. 
You discussion should include the following elements: 


1. Description of the Targeted Population - Please 
discuss the population in terms of: race, sex, age, income, 


neighborhood location, English language proficiency, 
educational certification, basic educational competency 
attainment. Additional characteristics such as immigrant 
Status, court-involvement, substance abuse may also be 
addressed in this section. 


2. Current Service Provision to This Population - llaving 
identified the client population you intend to serve, 


please provide details regarding the current level and 
variety of services available to this group. 


3. Specific Needs Experienced by This Population - Demonstrate 
to us the denth of your understanding of this population, 


including a discussion of the needs of these adults -- 
educational as well as social, economic, occupational, 
cultura: 
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C. PROGRAM PHILOSOPHY Possible Score: 15 


A statement of program philosophy gives focus to your program by 
clearly stating its underlying assumptions and beliefs regarding 

the nature of adult learners and the strategies which you will 

employ to meet the needs of your clients. This statement is 
especially important given our stated preference for the use of 
relevant, competency-based approaches in this citywide Adult Literacy 
Initiative. Please include in your discussion: 


ie 


Assumptions About Adult Learners - This aspect of your 
discussion should include your experience regarding how 
adults learn (approaches, settings, materials). You should 
refer specifically to the population you intend to target. 


Instructional Approaches and Techniques - This section should 
include your rationale for integrating competency-based 
approaches into your project as well as a discussion of how 
this integration will occur. Be sure to include a discussion 
of your program's emphasis regarding the competencies which. 
relate to the three major areas of: 


a. Basic (cognitive) Skills 
big “Mite Skids 
c. Occupational Preparedness 


The specific competencies for inclusion may be selected 
from a listing found in the Resource Packet, Section VII. 
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D. GOALS AND OBJECTIVES Possible Score 15 


The goals. and objectives of your proposed program will serve as the 
basis for the development of the specific activities of the project. 
These goals and objectives should address previously stated needs 

and should bear a strong relationship to your program philosophy. 

Objectives should be clearly and consistently stated, achievable and 
measurable.-- including statements of performance indicators against 
which client achievement of competency objectives can be assessed.* 


1. Goals of Proposed Program -includina: 


a. Program Design Goals 
b. Client Improvement Goals 


2. Objectives of Proposed Program - including: 


Client enrollment 

Client service (contact hours/service type) 
Client retention/attrition rates 

Client successful completion rates 

Support services provision to clients 


1) Use Attacned Chart 2. a-e 


f. Client educational attaintments expressed in competencies 
and performance indicators 


1) Use Attached Chart 2. f 


(qh) Jat) ier seu 
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*Example 


Goal: To prepare educationally disadvantaged clients 
to obtain employment 


Objective: 90% of all adults completing the program 
will be able to identify their individual 
vocational interests and aptitudes 


Performance Indicator: 90% of all adults completing 
the program will be able to state or list 
five occupations related to their individual 
vocational interests and aptitudes 
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CHARIS 2... 
COMPETENCY INSTRUCTION/ASSESSMENT DETAIL 


COMPETENCIES 


(These should be expressed as statements 
of learning objectives differentiated 
by the three areas of Basic, Life and 
Occupational Skills) 


PERFORMANCE INDICATORS _ 


(These should be expressed 
as dearees of proficiency 
and methods of assessment) 


os 
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2 PROGRAM OPERATIONS STATEMENT Possible Score 35 


The program operations statement will serve as a blueprint of 

your proposed project. This section should provide, in detail, 

the methods and activities you have chosen to implement your 
objectives. A reading of this part of your proposal should reveal: 
client flow, entrance requirements and various processes you employ 
to handle the issues such as client recruitment, assessment, etc. 
This section has been designed to enable you to explain your proposed 
program in answer to the question: "If I was a client, how would 

I find out about your program, and if I applied and got in, what would 
happen then?". The standard questions apply to this section: who, 
where, why, what, when: 


1. Outreach and Recruitment - Describe your proposed programs: 


a. Methods of informing the public of service availability 

b. Target populations, neighborhoods, associations 

c. Timing of intensive recruitment efforts during the first 
program year 

d. Special approaches which have proven effective 


2. Admissions Criteria - Detai] the minimum competencies or 
behaviors you will expect of entering adults. Assuming 
that demand will outstrip the availability of your service, 
describe how you will prioritize the client pool. 


3. Admissions Procedures - Describe in the correct sequence the 
Steps which a client must take to cain admission. We expect 
that this might include the following and ask that you detail 
these aspects of the admission process: 


a. Orientation session - what is included, when would it occur 


b. Initial assessment - what methods/tools will you use to 
determine match between your service and the applicant 
c. Client selection - how will you inform the client of his/he 
selection into your program 
d. Client referral - what steps will be taken to refer a clien 
to a more appropriate program or set of services 


4. Development of Individual Client Contract - Each program will 


be expected to develop an educational contract specific to 
each client which articulates competencies to be mastered. 
Please describe how your project will handle this responsibilit 
including: 


a. In-depth diagnosis/assessment - including the tools, methods 
and duration of the diagnostic process as it relates to 
the clients existing skills and competencies in the areas 
of basic (cognitive) skills, life skills and occupational 
preparedness 

b. Elements of the Educational Contract 

c. Use of competencies, benchmarks and final outcomes. 


6. 


i 


8. 
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Instructional Program - Working from the competency listings 
which have been provided in the Resource Packet, please describe 
your proposed instructional program including: 


a. Units or classes of instruction which will be offered 

Db. Benchmarks which will demarcate client progress 

c. Outcomes, including certifications, available to clients 
d. Teaching approaches which will be employed, including: 


1) Teacher:Student ratios 

2) Intensity of instruction, including average hours 
per week of client contact, and average number of 
weeks for client involvement 

3) Days and hours of available instruction 

4) Methods to increase the flexibility of instructional 
provision and scheduling 


e. Description of curricula and task orientation 
f. Reliance and/or adaptation of nationally validated models 
of competency-based instruction and assessment 


Assessment of Student Progress - One aspect of competency- 


based instruction and assessment is the use of two methods 
of assessing student skills or competencies. These methods 
can include: applied performance tests, simulations, 
interviews, product assessment, self-assessment, essays and 
reports, documentation of task completion. Detail the 

two assessment methods which will be employed to determine 
achievement of Basic, Life and Occupational Competencies. 
Include in your discussion who on staff will be responsible 
for performing the assessment. 


Guidance and Counselling - Discuss your proposed program's 
approach to guidance and counselling, including: 


a. Type of counselling which will be available 

b. Counsellor:client caseload 

c. Projected minimum, maximum and average hours of 
counselling provision 

d. Staff member(s) responsible for client counselling 

e. Scheduling of counselling regarding overall client 
commitment and instructional schedule 


Support Services - Many adults involved with your program 
will come with ancillary needs which may demand support. 
It has been found that a certain amount of attrition in 
adult programs can be reduced by providing a range of 
support services. The primary focus of your program (and 
budgeted costs) will be instructional, however, we would 
like you to discuss the services you will make available 
either directly or via referral in the areas of: 


8, Support Services (continued) 


a. Daycare 

b. Personal counselling 

c. Transportation 

d. Medical/Dental Care and Emergencies 

e. Advocacy, including housing, legal and public assistance 
f. Part-time employment opportunities during enrollment 


9. Use of Volunteers - The Resource Institute will be responsible 
for citywide recruitment, training and referral of volunteers 
to funded literacy projects in the City of Boston. The use 
of volunteers at the local level will however, still demand 
an approach which will integrate them into the program design. 
If you intend to utilize volunteers, and this is by no means 
mandatory, please describe the followina: 


a. Supervision and orientation of volunteers at your program 
b. Major uses of volunteers 
c. Local efforts to recruit additional volunteers 


10. Program Policies - Most instructional programs entail certain 
groundrules for participants. We would like you to share these 
with us, including, if appropriate: 


Special retention efforts you employ to aid students 
Policies relating to student suspension and/or termination 
Methods of addressing absenteeism and/or chronic lateness 
Provisions for interruptions in client enrollment 

Special remediation services 


(ak dpy ier gel 
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11. Program Administration - There is a certain degree of paperwork 
which will accompany a program such as this. Of particular 
importance is the development and maintenance of client-specifi 
records given the competency-based approaches we are seeking. 
It:is likely that NDEA along with the Resource Institute will 
Standardize certain aspects of the client record, however we 
would like to find out from you the following: 


a. Minimum information you would retain in a client record 

b. Staff member(s) who will be responsible for the maintenance 
of the client records and transcripts 

c. Follow-up procedures you will undertake with clients followi 
termination (e.g. surveys) 


12. Schedule of Program Availability - Use the attached 

chart to indicate when particular aspects of program 
instruction, counselling and/or support services wil] 
be made available to clients 
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F. SPECIAL COMPONENT(S) . Possible Score 


While it is not a prerequisite for funding, it is likely that some 
proposed programs will incorporate special components which are 

not easily detailed in the standard Program Operations statement. 
By this, we mean program elements which enhance the client 
experience yet are somewhat unusual, for example -- the involvement 
of a unique set of collaborators, the inclusion of a non-technical 
skill (such as keyboarding) in the occupational aspect of the 
curriculum, the use of computer-assisted instruction, the use of a 
company-sponsored location, or the merger of this proposed program 
with another complementary effort. 


G. INTERNAL. MONITORING AND EVALUATION Possible Score: 10 


NDEA will maintain responsibility for monitoring funded programs 

and producing, often with the assistance of third-party consultants, 
evaluations of the overall Adult Literacy Initiative. It is important 
however, that individual programs incorporate into their designs 
provisions for internal monitoring and evaluation. To some programs 
this may be a management function,. to others a planning activity 

and to others a method to incorporate community and participant 

input into their operations. Describe in this section the methods 

and approaches which you program will employ to stay aware of the 
goals and objectives stipulated in this document throughout the duration 
of the funded program: 


1. Major Areas for Evaluation - Briefly highlight the major 
questions which you will:‘seek to answer regarding your 
project's performance. 


2. Internal Monitoring System - Detail the tools which you 
will use to monitor and assess the progress of your program, 


and include a discussion of who on staff will be involved 
and the timetable against which this work will be achieved. 


3. Community Involvement - If appropriate, include the roles 
which participants, community groups, collaborators, and/or 
board members may play in conducting internal monitoring 
and evaluation 
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H, STAFF.STRUCTURE AND QUALIFICATIONS Possible Score: 15 _ 


The provisions which you have made to adequately staff this project 
should be presented in this section. You should include, but 
distinguish , the in-kind staff from the staff which you propose 

to be grant-paid. Remember that we are seeking to create ‘discrete 
projects’ within agencies and we will not look favorably on a plan 
which relies solely or primarily on existing agency personnel. 


Include: 


ihe 
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Staffing Plan - Describe the proposed project (as opposed 
to your full agency) staff structure. Include in this any 
agency staff who will be called upon to play key roles in 
the achievement of your goals and objectives. Present 
this in both narrative and organizational chart form. 


Job Descriptions and Resumes - Include job descriptions 

and resumes for all key staff positions. Be sure to include 
the teaching certifications for your instructional staff 

and the counselling training and licenses of staff involved 
in guidance and support counselling. 
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oe BUDGET AND BUDGET NARRATIVE Possible Score: 15 


It should be the aim of all projects funded under the Adult Literacy 
Initiative to provide good service a reasonable cost. Your budget 
should reflect only the expenditures necessary to achieve the stipulated 
goals and objectives. The grants which will be made will not be for 
general institutional operating support. Rather, your budget will be 
reviewed in relation to its overall consistency with your proposed 
activities and staffing and as it relates to other proposing agencies 
and known costs of like service provision. 


1. Proposal Budget Forms - Fill out completely the three forms 
which are attached: Budget Summary, Staff Salary and Fringe 
Benefit Detail, and Operational Cost Detail (Section III.C.) 


2. Proposal Budget Narrative - Provide a discussion of all 


requested costs and relate these to your objectives and 
activities. 


3. In-Kind Contributions - Detail areas where in-kind contributions 
or other grant-sources are supplying key aspects of the necessary 
program budget 


4. Cost Justifications - Calculate the following aspects of 
your Dudget request and provide narrative justification: 


a. Administrative Costs - Costs not associated with the 
direct provision of service to clients. 


b. Support Services Costs - Costs which are associated with 
services to clients which are not instructional, but which 
assist the participant 


c. Per Participant Costs - Establish an average length of 
enrollment for clients and project from this average the 
total number of clients which your project could serve 
in the first program year -- divide this figure into 
your total budget request. Establish, if you can the 
minimum amount of time an individual could be successfully 
served and the maximum amount of time. Apply this to your 
average and obtain a range of per participant costs.* 
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V. RESOURCE INSTITUTE GUIDELINES 


The section which follows has been designed 
to serve as a format for proposals developed 
in response to the Resource Institute aspect 
Ofathis REP? 


This outline has been developed to include 
a minimum number of discussion items rather 
than to provide a comprehensive inventory 
Oia! aspects of a Resource Institute. 
Please feel free to improvise and to enter 
into your discussion elements of your particular 
design which may not have been specifically 
requested. 

ORGANIZATIONAL BACKGROUND 

DEMONSTRATION OF NEED 

PROGRAM PHILOSOPHY 

GOALS AND OBJECTIVES 

PROGRAM OPERATIONS STATEMENT 

INTERNAL MONTTORING AND EVALUATION 
STAFF STRUCTURE AND QUALIFICATIONS 


BUDGET AND BUDGET NARRATIVE 


ac) epi mah ph Ceh Seep fesh ae” 
CO) aon ee Tol nh oo eae toa eh go yw 
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Ve RESOURCE INSTITUTE 


A. ORGANIZATIONAL BACKGROUND POSSTU IE RGCOre. mals 


An agency's organizational structure and previous experience provides 

a basis for an assessment of its capacity to implement programs and 
projects. This section should be written to detail the relevant history 
of your organization and to prove that your agency has demonstrated the 
ability to successfully implement programs similar to the one which you 
are proposing. If the proposal involves a collaboration of two or more 
agencies, a description of the 'collaborative' as well as the partner 
agencies should be provided. Your discussion should include the 
following elements: 


1. Agency History - This could incorporate a discussion 
of your agency mission statement, goals and objectives, 
and track record of relevant service delivery. 


2. Agency Experience With Related Programs - A brief discussion 
of specifftc programs or projects whicn have been operated 


could be included here. If these programs were financed with 
grants, please refer to the source and the funding period. 


3. Agency Administrative Capability - Briefly describe your 


agency's ability to manage grants and contracts, including 
in your discussion, your agency's: 


a. Total annual operating budget 
b. Number, size and source of current contracts 
c. Fiscal and administrative management staff and systems 


4. Agency Staff and Organizational Plan - This discussion 
will set the context for the program you are proposing. 


Provide a discussion of your agency's organizational 
chart, indicating where the proposed program will fit in. 
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B. DEMONSTRATION OF NEED Possible Score: 


The determination to create a Resource Institute emanates from a 
general agreement that the neighborhood-based programs have needs 
which they are either unable to meet locally or which could be better 
met in a coordinated fashion. Please discuss your understanding of 
the needs which the Resource Institute will address, with particular 
attention to: 


1. Technical Assistance and Staff Development 


2. Curriculum and Teaching Approaches - especially 
those involving Competency-based adult education 


assessment and/or instruction and occupational 
literacy 
3. Information and Referral 


4, Use of Volunteers 


10 


im PROGRAM PHILOSOPHY Possible Score: 10 


A statement of program philosophy will give focus. to your proposed 
program by clearly stating its underlying assumptions and beliefs 
regarding the nature of both direct service provision of adults 

as well as your understanding regarding the involved neighborhood- 
based programs.. Please include in your discussion: 


1. Assumptions Regarding Adult Learners - including your 
U experiences relating to how adults learn (approaches, 
settings, materials) and populations with which you have 
tested these assumptions 


2. Assumptions Regarding Boston's Neighborhood-Based 
Service Providers 


3. Approaches and Techniques - As they apply both to adult 
learners as well as direct service providers 
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D. GOALS AND OBJECTIVES Possible Score: 15 


‘The goals and objectives of your proposed program will serve as the 


basis for the development of the specific activities of the project. 
These goals and objectives should address previously stated needs 

and should bear a strong relationship to your program philosophy. 
Objectives should be clearly and consistently stated, achievable 

and measurable -- including statements of performance indicators against 
which achievement can be assessed. 


1. Goals of Proposed Program 


Technical Assistance 
Curriculum Clear?tnghouse 
Information and Referral 
Volunteerism if 
Other 


2. Objectives of Proposed Program 


a. - @. as JTisted above 
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ae PROGRAM OPERATIONS STATEMENT Possible Score: 30 


The Program Operations Statement will serve as a blueprint of your 
proposed project. As such, this section should provide the methods 
and activities you have chosen to implement your stated objectives. 
Include in this section: 


1. Initial Activities - which will be undertaken to develop 
relationships with the funded neighborhood-based programs 


2. Projected Workplans for Key Staff 

3. Ongoing Miberaction Prejectedcwith Nei ghborhood-Based Programs 
4, Major Events Planned 

9. Product Development 

6. Special Components of Service Delivery 


Possible Score: 


F. INTERNAL. MONITORING AND EVALUATION 


NDEA will maintain responsibility for monitoring funded programs 

arid producing, often with the assistance of third-party consultants, 
evaluations of the overall Adult Literacy Initiative. It is important 
hcwever, that individual programs incorporate into their designs 
provisions for internal monitoring and evaluation. To some programs 
this may be a management function,. to others a planning activity 

and to others a method to incorporate community and participant 

input into their operations. Describe in this section the methods 

and approaches which you program will employ to stay aware of the 
goals and objectives stipulated in this document throughout the duration 
of the funded program: 


1. Major Areas for Evaluation - Briefly highlight the major 
questions which you will ‘seek to answer regarding your 
project's performance. 


2. Internal Monitoring System - Detail the tools which you 


will use to monitor and assess the progress of your program, 
and include a discussion of who on staff will be involved 
and the timetable against which this work will be achieved. 


3. Community Involvement - If appropriate, include the roles 
which participants, community groups, collaborators, and/or 
board members may play in conducting internal monitoring 
and evaluation 


G, STAFF STRUCTURE AND QUALIFICATIONS Possible Score: 25 


The provisions which you have made to adequately staff this project 
Should be presented in this section. You should include, but identify, 
the in-kind staff from the staff which you propose to be grant-paid. 


1. Staffing Plan - Describe the proposed project (as opposed 
to your full agency or department) staff structure. Include 
in this any agency staff who will be called upon to play 


key roles in the achievement of your goals and objectives. 
Present this in both narrative and organizational chart form. 


2. Job Descriptions and Resumes - Include job descriptions for 
all posttions. Include resumes for all staff who have been 
identified . 


3. University Affiliation - If the Resource Institute is 
to be university-based or affiliated, please provide 
detail regarding the relationship between the Resource 
Institute and the host institution, please discuss any 
implications this may entail 


4, Use of Consultants - If you intend to rely on consultancies 
to achieve any aspect of the project, please identify the 
consultants who will be involved in this effort 
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H. BUDGET AND BUDGET NARRATIVE Possible Score: 

It should be the aim of all projects funded under the Adult Literacy 
Initiative to provide good service a reasonable cost. Your budget 
should reflect only the expenditures necessary to achieve the stipulated 
goals and objectives. The grants which will be made will not be for 
general institutional operating support. Rather, your budget will be 
reviewed in relation to its overall consistency with your proposed 
activities and staffing and as it relates to other proposing agencies 
and known costs of like service provision. 


1. Proposal Budget Forms - Fill out completely the three forms 
which are attached: Budget Summary, Staff Salary and Fringe 


Benefit Detail, and Operational Cost Detail (Section III.C.) 


2. Proposal Budget Narrative - Provide a discussion of all 
requested costs and relate these to your objectives and 
activities. 


3. In-Kind Contributions - Detail areas where in-kind contributio 
or other grant-sources are supplying key aspects of the necess 
program budget Remember that an in-kind or 
cash contribution equal to a minimum of 15% of 
the budget total.is required of the Resource 
Institute applicant. 
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VI. INSTRUCTIONS, POLICIES AND PROCEDURES 


This section briefly details some of the more 
Procedural aspects: of operating under contract 
with NDEA under the Community Development Block 
Grant Program. 

A. PERFORMANCE STANDARDS 

REGULATIONS 

CONTRACTING AND BUDGETING 

CLIENT TRACKING AND PROGRAM REPORTING 
MONITORING AND EVALUATION PROCEDURES AND CRITERIA 
AFFIRMATIVE ACTION AND PERSONNEL 
NON-DISCRIMINATION ON THE BAISS OF HANDICAP 
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VI. INSTRUCTIONS, POLICIES AND PROCEDURES 


It is NDEA's responsibility to monitor and report on the use 

of the funds which are subcontracted through the CDBG program. 
Therefore, NDEA has establisheda number of operating policies 

and procedures which effect the way in which programs are 

operated. Proposing agencies should review these carefully to 
determine whether they present conflicts with your organizations’ 
ability to operate programs under contract with NDEA. You should 
incorporate any necessary organizational and financial structures 
into the proposed program design in accordance with these guidelines. 


A, PERFORMANCE STANDARDS 


Each contractor will be held accountable for the achievement of 
performance standards which will be prposed, negotiated with NDEA 
and finally incorporated into the contract between the contractor 
and NDEA. These performance standards will form the basis for 
program monitoring and review. Contractors should be aware that 
NDEA will incorporate program performance results into any future 
decision-making and funding awards. It is therefore extremely 
important that each contractor take the time to thoughtfully 
develop clear and measurable objectives for service delivery. 


At this juncture, NDEA is stipulating that all direct service 
contracts funded under the Adult Literacy Initiative incorporate 
the following minimum performance standards: 


o Retention: 90% of all enrolled adults 


o Completion: 75% of all enrolled adults will 
Successfully complete the program 


B. REGULATIONS - COMMUNITY DEVELOPMENT BLOCK GRANT FUNDS 


Community Development Block Grant (CDBG) funds must be used 

for activities which principally benefit low and moderate-income 
people and/or for projects which aid in the prevention or elimination 
of slums and blight. Although activities meeting both criteria 

are eligible for CDBG funds, NDEA 7s only considering activities 
which benefit low and moderate income people in this document. 

That is, more than 51% of the clients must have a gross family 

income falling within the HUD Section 8 guidelines as defined 

by the table below: 


Household # Low Income Moderate Income 
] person SPO ee TO. coe 
2 persons $11-,606 $17,400 
3 persons $13,040 $19,550 
4 persons $14,507 S21 eau 
5 persons $15,408 $23,100 
6 persons $16,308 $24 ,450 
7 persons Dhiyece $25,850 
8 persons $18,142 $27 ,200 


CDBG funding may not be used for specific activities which 
received City or State funding during the previous twelve 
months. Additionally agencies receiving funds from the CDBG 
program will be required to abide by all appropriate HUD 
regulations and any procedures instituted by NDEA to insure 
City of Boston compliance. 


C. CONTRACTING AND BUDGETING 


Contracts between NDEA and program operators must conform to 

HUD, Massachusetts, and City of Boston regulations and procedures. 
Upon selection of a program operator, NDEA will negotiate a 

final budget. It is important to note that the City of Boston 

Code requires that al] contracts with the City be cost-reimbursement 
agrements. NDEA will therefore reimburse a program operator only 
upon receipt of a properly completed invoice. Under no circumstances 
may an operator receive an advance. 


Program operators are required to establish and maintain on a 
current basis an adequate accounting system on an accrual basis 

in accordance with generally accepted accounting principles and 
Standards. A cash basis system is acceptable as long as accrual 
reporting is provided on a timely and accurate basis by modifying 
the cash accounting method. NDEA may require the program operator 
to utilize forms which NDEA may provide for making the conversions 
from casn to accrual reporting of financial data. The accounting 
System must be adequate to enable the preparation of financial 
statements for submission to NDEA and to provide for a proper 
audit trail between the-cash and accrual based systems. 


All costs must be supported by properly executed payrolls, time 
records (including time distribution records where appropriate), 
inyoices, contracts, or vouchers, or other official documentation 
evidencing in proper detail the nature and propriety of the charges. 
All checks, payrolls, invoices, pertaining in whole or in part to 
this contract must be clearly identified and readily accessible. 


Reimbursement occurs monthly Upon receipt of a properly completed 
invoice by the tenth working day of the following month, NDEA will 
reimburse the operator for the previous month's costs. Becuase of the 
time required to review and execute a new contract, operators must 

be prepared to begin program operations and incur costs for up to three 
months before initial reimbursement is received from NDEA. 


D. CLIENT TRACKING AND PROGRAM REPORTING 


Program operators will be required to participate in a client-tracking 
System which will be developed and automated specific to the needs and 
requirements of the Adult Literacy Initiative, and to complete periodic 
program reports. 
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@ Client Tracking 


Program operators must be willing to comptete the forms which will 

be developed as part of NDEA's automated Literacy Initiative Tracking 
system. This system will compile data on the status of each client 
and program thereby enabling NDEA to produce reports and internal 
management studies. 


e Program Reporting 


On the tenth working day of the month, each program operator wil] 

be required to submit a Program Narrative and a Statistical Report. 
At the end of each quarter, corresponding reports must be submitted 
for the previous three month activity period. The forms which will 
be used will be supplied by NDEA, along with training and technical 
assistance in their use. 


E. MONITORING AND EVALUATION PROCEDURES AND CRITERIA 


NDEA has primary responsibility for the monitoring and evaluation 

of all contracted programs and so requires program operator cooperation 
in the performance of these functions. The program operator must 

assure NDEA that its staff will have access to all program information, 
records, staff, and clients on an on-going basis. Each program operator 
will be monitored and evaluated during the course of program operations 
based on the following: 


@ Achievement of goals, objectives, and performance standards 
as stated in the final proposal and negotiated and agreed upon 
by NDEA and the program operator 


@ Achievement of service levels, including total numbers served, 
cost per participant, and planned positive outcomes 


@ Program management, including reliable data and record-keeping 
Systems for fiscal expenditures, procurement control, client 
information, staffing and internal monitoring and evaluation 
procedures 


e Adherence to NDEA policies, procedures and contract terms, as 
well as to HUD/CDBG regulations 


e Responsiveness to NDEA, including accurate and timely reporting 


and cooperation and willingness to implement changes requested 
By NDEA 


@ Ability to recognize the need for and implement corrective action 


Monitoring and evaluations will be constructed on either a quarterly 
basis or a basis determined by program-specific calendars. Program 
operators are expected to conduct internal monitoring and evaluation 


activities and will make the results of these activities available to 
NDEA upon request. 


F, PERSONNEL AND AFFIRMATIVE ACTION/EEO 


All organizations under contract with NDEA must submit a personnel 
and affirmative action plan to NDEA for review and approval. New 
employees hired under contract with NDEA must be Boston residents. 


G.  NONDISCRIMINATION ON THE BASIS OF HANDICAP 


All organizations under contract with NDEA must submit a statement 

of compliance with regulations issued under Section 504 of the 
Rehabilitation Act of 1973 which prohibit discrimination against 
qualified handicapped individuals in programs receiving or benefitting 
from federal financial assistance. 
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VII. RESOURCE PACKET 


This section has been included to assist proposing 
agencies develop programs which are premised on 
nationally validated model$ and extensive research 
and development efforts which have been achieved 
elsewhere. Included in this section you will find: 


A. 


ABSTRACT AND COMPETENCIES/ 
ADULT PERFORMANCE LEVEL PROJECT 


ABSTRACT, COMPETENCIES, PERFORMANCE INDICATORS/ 
NEW YORK EXTERNAL DIPLOMA PROGRAM 


ABSTRACT 
NEW BEDFORD ADULT DIPLOMA PROGRAM 


ABSTRACT 
PROJECT CLASS 


ABSTRACT 
PROJECT FLIT 


A. ABSTRACT 


Background: 


The Adult Performance Level (APL) Competency Based High School 
Diploma Program (CBHSD) was developed and is still based at the 
University of Texas at Austin. This model has been adopted 

in a number of locations, among them, Worcester, Massachusetts. 


Philosophy: 


This program is based on the Adult Performance Level (APL) Project 
staff's research-based definition of adult functional competency. © 
As defined by the APL study, functional competence involves the 
ability to use the skills of reading, writina, speaking, listening, 
viewing, computation, problem solving, and inter-personal relations 
as they are applied in the everyday activities of adult life. These 
everyday activities are grouped into five content areas: Consumer 
Economics, Occupational Knowledge, Health, Community Resources, and 
Government and Law. An underlying assumption of the program is that 
the attainment of these competencies should be recognized by the award 
of a credential which the society values: a High School Diploma. It 
is also inherent in this program's philosophy that the high attrition 
rates typical of adult basic education programs can be reduced if 
adult students are able to progress toward this desired credential 
through a program based on objectives that adults find relevant. 


Requirements: 


All candidates must fulfill three essential requirements for 
certification: (1) Satisfactory score on each objective in 

the content area measures (CAMs) of the American College of 
Testing (ACT) Program and receive a satisfactory score on a 
skills test; (2) Completion of a series of life skills activities 
that require candidates to actually perform everyday tasks 
required of adults; (3) Completion of one of three options: 

(a) demonstration of a marketable job skill; (b) demonstration of 
the potential to perform satisfactorily in college or vocational 
school; (c) demonstration of adequate skills in home management 
Or maintenance. 


These requirements have evolved from several sources. Some are 

based on the APL Study of functional competence and some are modeled 

on the New York State External High School Diploma Program, while 
others have been develoepd by consensus among assessors who implement 
the program. Since the program is based on demonstration of required 
competencies, previously earned Carnegie Units cannot be used in 
partial fulfillment of the requirements. However, if there is proper 
documentation, skills acquired through military service and CETA 
particiaption can count toward the fulfillment of the occupational/ 
vocational skill requirement 


Instruction: 


Instruction may include any combination of group and individual 
activities suited to the needs and interests of the particular 
candidates. However, the vast majority of instruction is 

individual and all instruction is self-paced. There are no time-based 
semesters or courses. Candidates are also encouraged to use a variety 
of community resources such as libraries, museums, and adult 

learning centers to supplement the instructional component of the 
program. 


The curriculum used in the program comprises the life skills 
objectives identified in the APL research. The curriculum 
includes instructional materials for each life skills objective 
and identifies the learning steps needed to achieve masterv of 
the objective. The learning steps show how to apply a skill to 
a particular topic. Also included in the curriculum package 

is a list of materials that atd in the teaching and learning 

of each step. When the candidates have mastered the learning 
steps they are ready to demonstrate the life skills activities, 
yet another requirement of the program. 


Assessments: 


Candidates are assessed by a variety of techniques and at 

several different points tn the program because the results 

are used both to diagnose for placement purposes within the 

APL curriculum and to evaluate the required life skills activities. 
The broad array of test instruments used include paper and pencil, 
multiple choice, standardized as well as locally designed oral 

and criterion-referenced test types. In addition, product assessment 
of candidates work and occupattonal and vocattonal tests are also 
offered. Testing determines skill and content levels within the 
curriculum and whether instructton will be necessary. Candidates 
are assessed at their request as many times as are necessary for 
them to demonstrate the required competencies. 


Concerns: 


Although problems have remained minimal with this approach, some 

of school administrators have questioned the practice of awardina 
the same diploma after several months involvement as is awarded 
after four years of attendance. This is a problem faced by most 
alternative credentialing programs and is not unique to this model. 
A potential problem is that due to the one-to-one interaction with 
the candidates and the comparatively low degree of group programming 
the cost is relatively high. Also, this model contains a lower 
number of instructor:client ‘contact hours' than most traditional 
approaches and this may prove a problem to adaption. Another 
consideration for local adopters is the need for local sites to 
develop their own performance indicators for each of the requisite 
competencies. This has been achieved by other adopters, but is 

not currently part of the APL model. 


Competencies: 
OCCUPATIONAL KNOWLEDGE 


GOAL: TO DEVELOP A LEVEL OF OCCUPATIONAL KNOWLEDGE WHICH WILL 
ENABLE ADULTS TO SECURE EMPLOYMENT IN ACCORDANCE WITH 
THEIR INDIVIDUAL NEEDS AND INTERESTS 
OBJECTIVES: 
1) To build an oral and written vocabulary related to occupational 
knowledge 
2) To identify sources of information (e.g. radio broadcasts, 
newspapers, etc) which may lead to employment ™ 
3) To define occupational categories in terms of the education 
and job experience required, and to know minimum requirements 
of given occupations. A 
4) To be aware of yocational testing and counseling methods which 
help prospective employees recognize job interests and qualifications 
5) To understand the differences among commercial employment 
agencies, government employment agencies, and private employers 
6) To prepare for job applications and interviews 
7) To know standards of behavior for various types of employment 
8) To know attributes and skt11s which may lead to promotion 
9) To know the financial and legal aspects of employment 


To understand aspects of employment other than financial 
which would affect the individual's satisfaction with a job 


CONSUMER ECONOMICS 


GOAL: 


TO MANAGE A FAMILY ECONOMY AND TQ DEMONSTRATE AN AWARENESS 
OF SOUND PURCHASING PRINCIPLES 


OBJECTIVES: 


1) 


2) 


To build an oral and written consumer economics vocabulary. 
This should be an ongoing process through each objective 


To be able to count and convert coins and currency, and to 
convert weights and measures using measurement tables and 
mathematical operations 


To understand the concepts of sales tax and income tax 
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CONSUMER ECONOMICS (continued) 


4) To be aware of the basic principles of money management, including 
knowing the basics of consumer decision- sinaking 


5) To be aware of factors that affect costs ohe Pood and services 
and to determine the most economical places to shop 


6) To use catalogs, consumer guides and other reference documents 
to select goods and services 


7) To be aware of the principles of comparison shopping, and to be 
aware of the relationship of price to quality among brand names, 
and between 'firsts' and 'seconds' and to be able to substitute 
‘economy for quality according to individual needs 


8) To know the various methods by which goods are packaged and to 
know which methods are most cost-effective in terms of quality 
and storage 


9) To be able to take advantage of sales by knowing where to find 
them, by planning for their eventuality, and by being able to 
determine which are of worthwhile value to the individual 


10) To be aware of uvenereing techniques and to recognize appropriate 
and inappropriate forms of selling and advertising 

pe) To know how to order food and to tip in a restaurant 

12) To be aware of different stores where home furnishings can 


be purchased and to determine the best buys for essential 
and luxury items based on individual needs and resources 


) To determine housing needs and to know how to obtain housing 
and utilities based on those needs 

14) To know how to buy and maintain a car economical ly 

15) To know basic procedures for the care and upkeep of personal 


possessions (home, furniture, car, clothing, etc.) and to be 
able to use the resources relating to such care 


16) To know the various media of exchange and to be familiar with 
banking services in the community 

17) To develop understanding of credit systems 

18) To collect information concerning the types of insurance 


available and to be able to select the best insurance for 
the individual and his family 


19) To know the recourses available to the consumer in the face of 
misleading and/or fraudulent product/service claims or tactics 


20)7 To understand the implication of consumption vis-a-vis finite 
world resources and to recognize that each individual's pattern 
of consumption influences the general welfare 
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HEALTH 


GOAL: TO INSURE GOOD MENTAL AND Ne HEALTH FOR THE INDIVIDUAL 
AND. HIS. FAMILY 


OBJECTIVES: 


1) To develop a working vocabulary related to health, especially 
as it relates to basic medical and physiological terminology, for 
accurate reporting of symptoms and folowing a doctor's directions 
in applying treatments. 


2) To understand how basic safety measures can prevent accidents 
and injuries and to recognize potential hazards, especially 
as such hazards relate to home and occupaitonal safety 


3) To know medical and health services in the community 


4) To understand the physical and psychological influences on 
pregnancy as well as the need for proper prenatal care 


5) To understand the importance of family planning, its phsycial, 
psychological, financial, and religious implication; and to have 
knowledge of both effective and ineffective methods of birth 
control 


6) To understand general child rearing practices and procedures 
for guarding the health and safety of a child and to apply- 
proper action in accordance with needs and resources 


7) To understand the special health needs and concerns of the 
adolescent (and his parents) and to become acquainted with 
some ways to ease the transition from childhood to adulthood 


8) To understand what contributes to good mental health and physical 
health and to apply this understanding toward preventive care and 
health maintenance 


9) To understand the interaction of self as a member of small groups 
(family, work, club, class) and to use this understanding to 
promote effective interpersonal coping skills 


10) To be able to apply first aid in emergencies and to inform proper 
authorities of sudden illnesses, various accidents or natural disasters 


73)) To plan for health or medical insurance and to be aware of available 
financial assistance for medical or health problems 


12) To understand what constitutes a proper diet and toplanmeals 
according to individual needs and resources 


13) To understand federal control of various drugs and items for health 
protection and to understand how public reaction influences this control 
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GOVERNMENT AND LAW 
GOAL: 


TO PROMOTE AN UNDERSTANDING OF SOCIETY THORUGH GOVERNMENT 
AND LAW AND TO BE AWARE OP GOVERNMENTAL FUNCTIONS, AGENCIES 
AND REGULATIONS WHICH: DEFINE INDIVIDUAL RIGHTS AND OBLIGATIONS 


OBJECTIVES: 


1) 


COMMUNITY RESOURCES 
GOAL: 


OBJECTIVES: 


thy 


To develop a working vocabulary related to government and 
law in order to understand their functions in society and 
in the personal life of the individual. This should be 
an ongoing process as each objective 7s covered. 


To develop an understanding of the structure and functioning 
of the federal government 


To investigate the relationship between the individual 
citizen and the government 


To understand the relationship between the individual : 
and the legal system 


To obtain a working knowledge of the various legal documents . 
which the individual will need as a member of society 


To explore the relationship between government services and 
the American tax system 


TO UNDERSTAND THAT COMMUNITY RESOURCES, INCLUDING TRANSPORTATION 
SYSTEMS ARE UTILIZED BY INDIVIDUALS IN SOCIETY IN ORDER TO 
OBTAIN A SATISFACTORY MODE OF LIVING 


To build an oral and written vocabulary pertaining to community 
resources and to define community resources in terms of (a) services 
to community members and (b) services to persons outside the 
community or non self-supporting members of society (criminals, 
insane, etc) 


To know the types of community services provided for members of 
society including the purposes of and how to gain access to these 
services 


To understand how and when to apply for community services such 
as Social Security and Medicare 


To know various recreational servcies available in the communi ty 
To be able to utilize information services of the community 


To be aware of the people and agencies in the community whose job 
1t 1s to register and act upon citizen complaints 
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(SUBSET: TRANSPORTATION) 


8) 


9) 


10) 


11) 
i) 
13) 


14) 


15) 


16) 


To build an oral and written vocabulary of transportation 
terms, including car insurance terms 


To be able to recognize and utilize signs related to 
transportation needs 


To develop a familiarity with transportation schedules, and to 
calculate fares 


To be able to find and utilize information facilities 
To learn the use of maps relating to travel needs 


To recognize time zone boundartes and understand the concept 
of daylight savings times 


To request information on and make verbal and written travel 
and overnight accomodattons/reservations 


To understand the relattonshtp between transportation and public 
problems 


To understand driving regulations, including safety, courtesy, 
and rules such as having a driver's license, care license plates, etc. 


8. ABSTRACT. 
THE NEW YORK STATE EXTERNAL HIGH SCHOOL DIPLOMA PROGRAM 


Background: 


The New York State External High School Diploma Program was developed 
at the Regional Learning Service, a division of the Syracuse 

Research Corporation. It has since been adopted in thirty-five 
States. 


Philosophy: 


The External Diploma Program is an alternative high school credentialing! 
Program for adults who have acquired skills through their life 
experiences and who can demonstrate these skills in applied performance 
tests. Its objective is to offer adutts an assessment and credential in 
Process that is an alternative to traditional diploma programs such as 
the GED. It was the first such alternative. The assumption underlying 
this program is that adults, through their life experiences, learn 
skills in a variety of traditional and non-traditional ways. TO 
validate these skills, it was necessary to develop a reliable and 
valid assessment process. In keeping with the program pnilosophy 
which maintains that assessment of competencies is most valid when the 
test environment is as close to reality as possible, the program was 
developed to enable adults to demonstrate their competencies through 
Simulated life experiences. 


Requirements: 


To earn a high school diploma in the External Diploma Program (EDP), 
an adult must demonstrate with 100% accuracy 64 generalized competencié 
that pertain to daily life experiences (known as life skills) and a 
competency in a particular job, talent or academic area (known as 
individualized competency). 


The 64 generalized competencies are included in the following 

seven generic areas of competence: Communication, Computation, 

Self Awareness, Consumer Awareness, Scientific Awareness, and 
Occupational Preparedness. The individualized competency may be 

In one of three skill areas: Occupational, Advanced Academic and 
Special Skill. The competency requirements resulted from the work 

of a thirty member design group of administrators, teachers, counselo 
Students, business people, and labor leaders from a five county area 
in Central New York. These group designed the seven generic areas of 
competence and developed guidelines for the Program. Another aroup of 
Fourteen secondary and post-secondary administrators identified the 
64 generalized competencies and initiated work on an assessment syste 


Instruction: 


The External Diploma Program provides no instruction. When 
deficiencies are indicated by diagnostic testing, the candidate 

is told the precise skills which must be mastered. An Advisor 

informs the candidate about available community learning resources 

and also provides selected materials for on-site review. If the 
candidate has extensive deficiencies s/he will be referred to 

adult education programs, private tutors or other agencies specializing 
in remediation. 


Assessment: 


Once the candidate has satisfactorily completed the diagnostic 
phase of the program s/he enters the assessment phase and works 
with an Assessment Specialist. The candidate is assessed in the 
64 competenctes through an open testing technique. This technique 
consists of applied performance tasks incorporating different 
Situational modes. Three tasks are take home projects and two 

are oral interviews. After the candidate has completed each of the 
three take home tasks, s/he is given a test at the office by the 
Assessor on key competencies from each of the projects. During a 
period of what is termed the Post Task Assessment, the candidate 
can demonstrate any of the generaltzed competencies that s/he did 
not demonstrate during the assessment. In what is termed the 
Individualized Competency Phase, the candidate is required to 
demonstrate an occupational skill, an advanced academic skill, 

Or a specialized skill in a talent, hobby, or interest area. 
Community experts are asked to assist in the assessment of 

these specialized skills. 


Concerns: 


The maintenance of this program requires a detailed student 
record-keeping system and the necessary staff time and training 

to keep it current and in order. Also, because the program does 

not have an instructional component attached to it, referral 
services must be quite extensive and accessable. Most importantly, 
the program was created to primarily serve adults who can, upon entry, 
demonstrate most of the competencies required. As an operational 
model, it is designed to validate the existing knowledge and skills 
of an adult rather than to directly provide a means to acquire these 
competencies. This is an assessment, rather than an instructional 
model, but contains within it important lessons and materials which 
an instructional program could usefully employ. 
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NEW YORK STATE EXTERNAL: COMPETENCIES AND PERFORMANCE INDICATUS: 
COMPETENCIES , PERFORMANCE INDICATORS 


I. Communication 


The candidate will be able to: 
1. Read es 


— 


Identify the following elements 
from a factual newspaper or mag- 
azine article: 

a) main idea(s); 

b) supporting detail(s); 

c) stated conclusion(s); 

d) inference(s). 

1.2 Identify appropriate information 
from other written materials such 
as leases, warranties, maps, classi- _ 
fied ads, and/or sets of directions. 


— 


2. Listen 2.1 Identify, given a taped presenta- 
tion: 

a) main idea(s); 

b) supporting detail(s); 

c) author’s stated conclusion(s); 
d) inference(s); 

e) fact and opinion. 


Identify and describe elements of 
inflection and bias used to manip- 
ulate the listener, given a taped 
presentation. 


3. Listen 3 


. 
— 


4. View 4.1 Identify and describe elements 


used to affect the viewer, given 
visual stimuli. 


5. View 5.1 Identify elements of nonverbal 


communication, given visual 
stimuli. 


6. View 6.1 State inference(s), given caption- 


less materials. 
7. Write ¥ hs 


— 


Compose an original organized 

written paragraph containing: 

a) main idea; 

b) items of supporting detail; 

c) conclusions; 

d) acceptable format (indented, at 
least three sentences); 

e) correct grammar, usage, capi- 
talization, spelling, subject- 
verb agreement, verb_tenses, 
and punctuation. 

8. Write 8. 


— 


Write sequential instructions con- 
sisting of at least five steps to 
achieve a stated goal. 

9. Speak 9. 


—— 


Describe orally a topic of interest 
or a selection from the diploma 
portfolio identified by the assessor. 


COMPETENCIES 


i, 


Computation 


PERFORMANCE INDICATORS 


The candidate will be able to: 


10. 


11. 


14. 


19; 


20. 
4 le 
22. 


7 We 


Compute whole numbers 


Compute whole numbers 


. Compute whole numbers 


. Compute whole numbers 


Compute decimals 


. Compute decimals 


. Compute decimals 


. Compute decimals 


. Compute percentages 


Compute and approximate 
area 


Compute using dollars and 
cents. 


Compute using dollars and 
cents. 


Compute using dollars and 
cents. 


Compute using dollars and 
cents. 


10.1 


14.1 


— 


16. 


ek 


— 


Add whole numbers with a maxi- 
mum of four addends. 


Subtract whole numbers. 


Multiply whole numbers using 
three digits by two digits. 


a) Divide using a one-digit 
divisor and round off answer; 

b) Divide using a two-digit di- 
visor, especially 10, 12, or 52, 
and round off answer. 


Add decimals using at maximum 
four addends, some of which may 
be whole numbers. 


Subtract decimals, one of which 
may be a whole number. 


Multiply decimals using at maxi- 
mum three-digit decimal by two- 
digit whole number factors. 


Divide a decimal by a whole num- 
ber using: 


a) a one-digit divisor; 
b) a two-digit divisor, especially 
10-sL2OT J2e 


Compute to the nearest whole 
number, the percent being be- 
tween 1 and 99, especially 1.5%, 
7% or 12%. Round off answers. 


Compute area of a rectangle. 
Compute area of an irregular rec- 
tangle. 


Add, using dollars and cents. 
Round off answers. 


Subtract, using dollars and cents. 
Round off answers. 


Multiply, using dollars and cents. 
Round off answers. 


Divide, using dollars and cents. 
Round off answers. 
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COMPETENCIES 


24. Estimate costs using dollars 
and cents. 


25. Interpret charts and graphs 
and/or scale drawings 


26. Make gross estimates 
(comparisons) from graphic 
representations using frac- 
tions and percentages 


TT. Self-A wareness 


PERFORMANCE INDICATORS 


24. 


25: 


. 
— 


1 Estimate cost of a group of items 
using rounded dollar figures. 


1 Draw a conclusion consistent with 
data presented, given a graph 
(bar, broken line, circle) or a 
scale drawing. 


Compare fractions (%, 4, %, A, 
¥%) and percentages (5%, 25%, 
33%, 50%, 75%, 99%, 100%) to 
graphic representations which 
depict them. 


A. Decision-Making 


27. Apply decision-making 
process 


28. Identify own values and 
goals 


29. Identify own roles 


30. Identify own needs 


B. Aesthetic Expression and 
Response 


31. Describe awareness of art 
in everyday living 


27.1 Solve a problem, given a set of 


28. 


— 


PH E 


— 


30. 


—_ 


30.2 


circumstances, with the following 

steps: 

a) define problem; 

b) state three alternative solu- 
tions; 

c) state consequences and ad- 
vantages/disadvantages of each 
alternative solution; 

d) choose and defend one solu- 
tion. 


List or state one personal goal 
and a personal value. 


Name and describe own role in: 
a) family; 

b) occupation; 

c) community. 

List or state one example of each 
need: 

a) physical; 

b) mental; 

c) emotional. 


Give an example of personal con- 
flict due to differing needs. 


31.1 Describe any desirable item in re- 


lation to three of the following 
and relate why it is pleasing: 


a) color; 

b) shape; 

c) design or pattern; 
d) material; 

e) use. 


COMPETENCIES 


32. React to or create an ex- Azali 
hibit in an art gallery, mu- 


seum, or similar exhibition 


33. React toa live performance 33.1 
(e.g., concert, theater, or 


musical theater) 


34. Identify thé uses of music 34.1 
to manipulate emotions 
C. Heaith and Safety 
35. Exercise responsibility for B5e1 
own heaith and that of 
family 
Boye 
maaed 
35.4 
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PERFORMANCE INDICATORS 


List or state two reactions to : 
item(s) viewed or created. 


Give proof of attendance at or 
participation in a live performance. 
Describe the experience by ad- 
dressing responses to three of the 
following. State or list: 


a) parts of the performance en- 
joyed most or least (mental 
and emotional reaction to the 
performance); 

terms used in the program and 
their definition; 

characteristics which made this 
a good or bad performance in 
your opinion (performers, 
costumes and music, special 
effects and lighting). 


b) 


c) 


Identify and describe three ex- 
amples of music used to generate 
or manipulate emotion, given a 
prepared tape. 


Describe or perform six first aid 
techniques: 


control bleeding and shock; 
mouth-to-mouth resuscitation; 
treat poisoning; 

treat burns; 

splint a fracture; 

aid heart attack victim. 


Identify and eliminate home 
hazards causing accidents, given a 
checklist, particularly: 

a) falls; 

b) fires; 

c) electrical accidents; 

d) poisonings. 

Inventory five. medications in the 
home and: 


a) Explain and interpret direc- 
tions for their use; 

b) List two safety measures for 
their use and storage. 


State the five facts that must be 
included in an emergen¢y tele- 
phone report: 


a) mame the emergency and ask 
for help; 

b) give own name and spell it; 

C) give phone number; 

d) give location of emergency; 

e) hang up phone last. 
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COMPETENCIES 


36. Identify negative effects of 
major health threats 


PERFORMANCE INDICATORS 


35.5 Identify methods of family pian- 


35.6 


3520 


35.8 


J D029 


36. 


— 


36.2 


ning: 

a) State or list three methods of 
birth control; 

b) State or list one advantage and 


one disadvantage for ench 
method. 


State or list three symptoms that 
might be related to a poor diet. 


State or list three ways to prevent 
the spread of disease through food 
and water. 


State the four food groups: 
a) milk; 

b) meat; 

c) breads and cereals; 

d) fruits and vegetables. 


State the five essential nutrients 

found in food: 

a) 1. protein; 
pre 16} 

3. carbohydrates; 
4. vitamins; 
5. minerals. 

b) State the definition of rough- 
age and give one way in which 
it helps the body. 

c) List one cause of malnutrition 
and three symptoms that can 
be attributed to a poor diet. 

d) State one cause of being 
“overweight” and one risk of 
being an overweight person. 


Identify, list, or state one negative 
physical and one negative psycho- 
logical effect on the individual of 
any three of the following: 


a) cigarettes; 

b) alcohol; 

c) drugs; 

d) stress; 

e) anxiety; 

f) depression. 

State two local places that offer 


assistance for physical, mental, or 
emotional problems. 


COMPETENCIES 


37. State preventative tech- 
niques, symptoms, and 
causes of major disease 


IV. Social Awareness 
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PERFORMANCE INDICATORS 


37.1 State or list: 


a) five warning symptoms of can- 
cer ’ 
b) one wise step in the early 
detection of cancer; 
three basic symptoms of heart 
attack; 
state one symptom of gonor- 
rhea and one of syphilis; 
state one preventative tech- 
nique for venereal disease; 
state one place an individual 
who suspects venereal disease 
has been contracted might go 
for assistance. 


Cc) 


d) 


e) 


The candidate will be able to: 


38. Collect information on 
community resources 


38.1 


38.2 


anes 


39. Compare community Bho 


resources 


Collect the following information 
on a legal, a social, and an educa- 
tional community resource: 


a) name and address of resource; 

b) services offered; 

c) phone number and telephone 
book page where number can 
be found. 


Collect the following information 
on cultural resources: 


a) name, address of resource; 

b) services offered; 

c) phone number and telephone 
book page where number can 
be found. 


Collect the following information 
on emergency and medical ser- 
vices: 

a) name, address of resource; 


b) service offered; 

c) phone number and telephone 
book page where number can 
be found. 


Compare two community re- 
sources which offer similar ser- 


. vices on the basis of the following 


information: 


a) physical location; 

b) service offered; 

c) cost; 

d) hours service is available. 
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COMPETENCIES PERFORMANCE INDICATORS 
seg ct a 5 RRA etc es kt BOR Rt Se AN NU sila Td > 
40. Use community resources 40.1 Report on the use of a community 


resource selected on the basis of 

interest or need by: 

a) justifying the choice of re- 
source used; 

b) evaluating services used. 


40.2 Submit proof of use of a com- 
munity resource by presenting one 
of the following types of docu- 
mentation: 

a) membership card; 

b) bill for services; 

c) copy of records; 

d) signed confirmation of atten- 
dance or participation: 

e) photographs, movies, or 
slides; 

f) tape recording; 

g) other similar evidence. 


41. Locate geographical places/ 41.1 Locate (by pointing out on a 
names on a map map) places currently cited in 
mass media (national/interna- 
tional, cities/countries). 


41.2 Locate (by pointing out on a 
map) local places of interest. 


42. Estimate time and distance 42.1 Estimate and record time and dis- 
tance from a stated location to 
one of the following: 

a) work; 

b) a community resource; 

c) a social or cultural resource; 

d) a hospital/fire department/po- 
lice station; 

e) a place of interest outside of 
New York State. 


42.2 Estimate and record time and dis- 
tance required to reach one of the 
above destinations by one addi- 
tional route or mode of transpor- 
tation. 


43. State contributions of dif- 43.1 List, state, or present evidence of 
ee cultures to American three contributions, one contribu- 
ife tion from one culture and two 

contributions from another cul- 
ture in the following categories: 
a) dress; 

b) food; 

c)warts; 

d) government; 

e) religion; 

f) occupations; 

g) values; 

h) other appropriate categories. 
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PERFORMANCE INDICATORS 


44. Use history (past events) im 44.1 State one decision, experience, or 


making decisions and/or. 
plans 


45. Exercise rights and respon- 
sibilities of citizenship 


event in the past and describe how 
it has affected a current personal 
decision. 


44.2 State one decision, experience, or 
event in the past and describe 
how it has affected a current 
public decision. 


45.1 Present proof of participation in 
the process of government by 
documenting one of the following: 
a) voter registration; 

b) petition to government, 

c) political campaign involvement 
(minimal involvement allowed); 

d) observation of a governing 
body in session (local, state, or 
national); 

e) letter to a local, state, or na- 
tional official about a policy 
issue; 

f) other appropriate participation. 

45.2 State one circumstance under 
which a given civil right may be: 


a) exercised; 
b) jeopardized. 


45.3 State an individual’s rights con- 
cerning: 
a) arrest; 
b) questioning or search. 


45.4 State how to obtain counsel and 
when it is appropriate. 


45.5 State two facts about the legal 
system that you have learned 
from your experience with one of 
the following: 


a) visiting a court in session; 

b) interviewing a policeman; 

c) serving on a jury; 

d) being involved in a court case, 

e) using the police department. 
45.6 Identify representatives at local, 

state, and national levels of gov- 

ernment. 


COMPETENCIES 


46. Function within a group 


47. State the effects of one 
group on another group 


V. Consumer Awareness 


46.1 


47.1 


PERFORMANCE INDICATORS 


Participate in a group. State how 
an individual’s behavior can affect 
a group. 


State how one group of people 
who are formally organized affect: 
another group of formally 
organized people. 


The candidate will be able to: 


48. Apply decision-making 
process (to comparative 
shopping) 


49. Obtain and list sources of 


consumer information 


50. Distinguish fact from opin- 
ion in everyday consumer 


practices 


51. Inititate the process for 
registering a consumer 


complaint regarding goods 


and/or services 


52. Identify and compare 


sources of consumer credit 


in making a purchase 
decision 


48.1 


49.1 


50.1 


51.1 


522] 


Report on use of decision-making 
process in comparative shopping 
for goods and/or services. 


List two sources of consumer in- 
formation for the same product. 


Identify a fact and an opinion in a 
Magazine or newspaper ad that 
contains both. 


Initiate a consumer complaint by 
filling out a complaint form or 
writing a complaint letter. 


Present supporting evidence re- 
lated to the complaint including: 


a) aclear statement of the com- 
plaint; 

b) notes on the circumstances 
surrounding the complaint; 

c) receipts, estimates, contracts, 
other items in support of your 
claim; 

d) what action is expected. 


Identify and compare two sources 
of consumer credit by listing: 


a) two alternative sources of credit 
to finance the purchase; 


b) rate and amount of annual in- 
terest from each credit source; 

c) collateral necessary; 

d) down payment demanded; 

e) time limit on loan and penalty 
for late payment; 

f) necessity of co-signer. 


COMPETENCIES 


VI. Scientific Awareness 


PERFORMANCE INDICATORS 


i 


The candidate will be able to: 
+ER 


54. 


“hee 


56. 


ow 


58. 


Read scales on standard 
measuring devices. 


Solve simple equations 


Convert measurements 


Classify information 


Differentiate information 


State the relationship be- 
tween the individual and 
the environment 


Doel 


54. 


st 


Soe 


— 


56. 


— 


We 


VIT. Occupational Preparedness 


Read the scales on three of the 

following to an accuracy of near- 

est: appropriate unit: 

a) ruler (English units); 

b) ruler (metric units); 

c) thermometer (Fahrenheit scale); 

d) thermometer (Celsius scale); 

e) oral thermometer (Fahrenheit 
scale); 

f) compass; 

g) liquid measuring cup (English 
units); 

h) liquid measuring cup (metric 
units); 

i) scale (English and metric). 


Apply simple formulae 
(area = length x width). 


Make simple unit conversions of 
measurement within English 
units. 


Group items by some common 
denominator (i.e., cost, color, 
size, physical characteristics, loca- 
tion, services offered). 


Differentiate observations from 
conclusions. 


State or list one specific way one 
negatively affects the environment, 
and how to eliminate this. 


State or list one way the environ- 
ment negatively affects the person, 
and discuss measures one can 
take to control this. 


The candidate will be able to: 


59. Identify own vocational in- 


terests and aptitudes 


2944 


a 


Take Self-Directed Search 
(Holland). 


State or list (using summary code 
and the occupations finder from 
SDS) five occupations related to 
vocational interests and aptitudes. 
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PERFORMANCE INDICATORS 


COMPETENCIES 


60. Locate. and classify infor- 
mation about job: choices 
in local community 


61. Compare various occupa- 
tions 


62. Identify characteristics of a 
good worker 


63. Prepare portfolio for job 
application 


64. Define payroll deduction 
terms 


~ 60.1 Collect and submit job descrip- 
tions from various resources (pub- 
lic and private employment agen- 
cies, want-ads, other sources). 
Classify each job according to: 


a) career field; 
b) type of main activity (people, 
ideas, data, things). 


61. 


te 


Compare two similar jobs by re- 
porting the following information: 


a) salary and benefits; 

b) distance from home; 

c) available transportation; 
d): hours worked; 

e) other work factors. 


62.1 Complete self-rating on work 
skills checklist and state why five 
characteristics are important for a 


specific job. 


63.1 Select one appropriate job through 
want-ads or other source and 
complete the following: 


a) state or list four questions 
about the job that can be asked 
in an inquiry (personal or 
telephone); 

b) develop a resume; 

c) write a letter of application for 
the job; 

. d) fill out an application form. 


= 


Point out on a payroll stub and 

explain: 

a) gross pay; 

b) federal withholding tax; 

c) FICA; 

d) New York State tax; 

e) health insurance; 

f) retirement; 

g) union dues; 

h) net pay; 

i) other contributions, garnish- 
ments. 


G. ABSTRACT 
THE NEW BEDFORD ADULT DIPLOMA PROGRAM 


Background: 


This program was established after investigating both 

State and local regulations for issuance of high school 

diplomas and reviewing diploma programs operating in Connecticut, 
Maine, New Hampshire, New York, Massachusetts and Texas. This 
program is jointly sponsored by the local CETA consortium 

and the local school district in New Bedford, Massachusetts. 


Philosophy: 


The New Bedford Adult Diploma Program is based on the philosophy 

that learning and knowledge are acquired throughout a person's 
lifetime. Underlying assumptions are that highschool prepares 

a person for adult life by providing an opportunity to learn 

and acquire certain competencies, and that adults who possess 
knowledge, skills and talents should be allowed to demonstrate 

Such competencies rather than be forced to return to a classroom 
merely to fulfill specified attendance requirements. The main objective 
of the programare: (1) To provide the people who enter the program 
with the necessary basic education skills needed to survive in today's 
society; (2) To assist the candidates in establishing realistic 
vocational and career goals; (3) To attempt to raise the candidate's 
self-image and esteem by providing feedback, reinforcement and 
validation of learning that has occurred through life experiences; 

(4) To enable candidates to earn a regular high school diploma in a 
time-frame consistent with their needs and their previous education. 


Requirements: 


The requirements for the New Bedford Program reflect those at 

the New Bedford Public High School and the Evening School as well 

as those of the other investigated program models. There are 

Six major requirements: (1) Reading at the high school level; 

(2) Passing a mathematics examination at a high school level; 

(3) Passing a grammar and spelling examination at the high school 
level and being able to write using a high school vocabulary; 

(4) Passing an American history course; (5) Taking at least one 

12 week accredited course or doing an independent study; (6) earning 
16 Carnegie Units. 


The 16 Carnegie Units can be earned in a combination of ways. 

However, the first seven units are the required proof of communication 
and computation skills plus American History. The remaining nine 

units can be earned by demonstrating competence in such life experiences 
as employment, home management, training programs and practical arts. 
All previous high school courses and elective courses at other schools 
can be submitted for credit with proper documentation regardless of 

how long ago they were taken. 


Requirements: (continued) | 


Candidates enrolled in the program are required to take a 
course or participate in an alternative experience of at least 
twelve weeks duration before they will be awarded a diploma. 
Consequently, the minimum time required to earn a diploma is 
twelve weeks or a trimester. 


Instruction: , 
Instruction is described as competency-based. Candidates can 
receive group and individual instruction in areas of need at 

the CETA Occupational Skills Center Classes, at the New Bedford 
Evening High School, at the various learning centers, or through 
tutoring by diploma consultants. Instruction at the Evening 

High School is the method which most candidates access to fulfil] 
the American history requirement. 


Assessment: 


Diploma consultants are responsible for assessment. A written 
methodology has been developed for the awarding of Carnegie 

Units in each life experience category. In addition to the nine 
credits awarded through an assessment of prior expervence, assessment 
includes testing in all the requisite areas. Counselors test 
candidates comprehension of articles read, the three basic areas of 
writing, and administer a multiple choice grammar test along with 

a short spelling exam. In the same manner, math competencies } 
are evaluated. Candidates must meet standards and are able to 
retake the tests until they earn acceptable scores. The Principal 
of the Evening High School and the counselors in the Diploma Program ~ 
review the portfolios of candidates’ work and approve the awarding ; 
of diplomas. 


Concerns: 


In order to document learning for the purpose of granting credit, 

a system must be devised that relies on demonstrated competencies. 

Until secondary education has become entirely competency-based, diplom 
Programs such as this will be required to defend the method by which 
each competency has been acquired in order for credits to be granted. : 
Learning that has not taken place in a formal setting is easily 
undervalued when credit has traditionally been granted for course 
completion rather than for the mastery of competencies. It is important 
to validate the fact that the method by which knowledge or a skill 

1S gained is not as important as the fact that it has been acquired . 
and can be demonstrated. The New Bedford program, for this reason 

is quite rigorous and lacks flexibility found in some of the other 
alternatives. 
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D. ABSTRACT 
PROJECT CLASS 


Background: 


Project CLASS - Competency-Based Live-Ability Skills was initiated 

in 1976 at Clovis Adult School in California. The basic survival 
competencies were identified in the APL study of the University of 
Texas at Austin and served as the basis ofr the CLASS modules. From 
the items assessed in the APL study, the Project CLASS staff first 
developed 30 competency statements and then formulated 60 modules and 
module tests based on these statements. Over a period of three years 
each module was pilot-tested, revised and field-tested on 2700 students 
at 23 sites in California. In 1980 this project was approved by 

the Joint Dissemination Review Panel (JDRP) .of the Office of Education. 
The National Institute of Education approved CLASS as an exemplary 
National Diffusion Network-funded developer/demonstrator Program, the 
third such adult education program to win this approval. 


Since the development of the original 60 modules, an additional 
45 have been written and field tested 


Description: 


Adult students often have difficulty in transferring academic learning 
from classroom settings to situations encountered outside of school. 

To address this problem, Project CLASS has developed two series of 
competency-based modules -- one for use with teacher-directed instruction, 
and one for independent study -- providing instruction in survival skills 
to adult students at low (0 - 8 grade equivalent) reading levels. 

In classroom situations, students learn survival skills while improving 
their reading, writing, and math. Students who read at a higher level may 
use independent modules to meet course requirements or to earn elective 
credit. 


The modules which address useful topics in consumer economics, community 
resources, health, government and law, interpersonal relationships, and 
occupational knowledge, contain between one and nine objectives (average: 
four). Objectives are clearly stated, taught, and tested and show 
participating teachers, students and others what the student has accomp)ished. 
Sixty modules have been developed, divided equally between APL Level I 
(0-4 grade equivalent) and II (5-8 grade equivalent). To enable students 

- to learn concepts at their own reading level, level II modeuls include two 
versions of the same concepts, one written at 0-2 reading level, the 
other at grade 3-4 level. Level II modules cover different objectives. 
Each module includes a teacher's guide (containing objectives, concepts, 
Skills, teaching/learning strategies, resource list, evaluation report, 
annotated bibliography, answer keys and specially written teacher's resources), 
Student handouts, and a pre- and post-test. An average of six hours 
(one to three class sessions) is required to complete a module. 


Adopters must purchase a set of CLASS and LifeSchool modules and provide 
inservice training and staff development time for teachers involved. 


ye ABSTRACT 
PROJECT FLIT 


BACKGROUND 


This project, Functional Literacy is a functional reading literacy 
education program which is JDRP approved as a reading program for 
adults with reading equivalency of sixth grade or lower. This 
program has been used in a variety of settings. 


FLIT is an educational program of task-related/functional literacy 
training developed originally by Human Resources Research Organization 
for U.S. Army recruits with low reading ability. Since that time, the 
Program has been revised into an educational program specifically for 

a wide range of students -- both children and adults -- who need to 
increase their functional reading skills. 


DESCRIPTION 


The program has five learning modules: How to Use a Table of 
Contents, Extracting Information from Textual Material, How 

to Read Graphs, How to Read Tables, and How to Use Indexes. A 
Teacher's Manual and answer key provide a complete description 

of the materials,.ithe sequence of instruction, and the teacher's 

role in the program. The Student Practice Text provides opportunities 
to rehearse and generalize newly acquired skills. Placement and 
Module Skill Tests measure entry-level skills as well as those acquired 
as a result of the teaching program. The material can be used by a 
teacher in a classroom of 20 - 30 students, in smaller groups, or 

as individualized, self-paced instrctuion. The program is performance 
oriented adn has application over a wide range of job or task-related 
topic areas. 


INFORMATION | 


leighborhood Development and Employment Agency e 15 Beacon Street « Boston, MA 02108 «617/720-4300 


evin H. White, Mayor SEMINAR SERIES Paul S. Grogan, Director 
: ADULT LITERACY: MODEL APPROACHES 
. 


The Neighborhood Development and Employment Agency, in partnership with 
Goals for Boston, the Boston Private Industry Council and the Boston 

| Housing Authority, present a Seminar Series designed to assist in the 

| development of adult basic education programs in the City of Boston. 

| This series is part of Boston's Adult Literacy Initiative and constitutes 
| one aspect of the technical assistance which NDEA and the involved colla- 
| borators are providing to agencies seeking to operate programs under this 
Initiative. Over a three week period, practitioners from across the 
country will present their program models and answer questions that local 
! service providers may have regarding competency-based instruction and 

! assessment, appropriate curriculum and various techniques of program 

| implementation. 


SEMINAR I 


Thursday, March 3rd, 9:00 a.m. to 12:30 p.m. 


Dr. Ruth Nickse, Bureau of Adult Education 
Commonwealth of Massachusetts - Alternative 
Diploma Models 


Joseph Cooney, Office of Education 
San Mateo, California - Competency Based Basic Skills and Jobs 


SEMINAR II 


Thursday, March 10th, 9:00 a.m. to 12:30 p.m. 


Joyce Milliken, Capitol Region Education Council 
Hartford, CT - Adapting the APL (Austin) Model 


Lorraine Ruston, Project CLASS: Clovis Adult School 
Clovis, CT - Competency-Based Education Life Skills 


SEMINAR ITI 


Tuesday, March 15, 9:00 a.m. to 12:30 p.m. 


Ron LeMay, Steck-Vaughn Publishing Company 
Austin, Texas - Adult Performance Level Materials 


Elaine Shelton, Adult Performance Level Project 
Austin, Texas - Discussion of APL Project 


: All seminars will be held in the Boston School Committee Auditorium, 26 
Court Street, Boston, MA 02108 from 9:00 a.m. to 12:30 p.m. Inquiries 

regarding this series may be directed to: Elaine Etheridge, Office of 
Program Deyelopment and Planning, 3rd Floor, NDEA, 15 Beacon Street, Boston, 
MA 02108, 720-4300 x 225. 
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